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AUTHORITATIVE DOCUMENTS 

WHERE TO GET ANSWERS WHEN THE BOSS ASKS QUESTIONS 
Jim Abalos, Senior Personnel Analyst II, Personnel Department 

THE BASIC DOCUMENTS 

• City Charter 

• Administrative Code 

• Civil Service Rules 

• Personnel Policies 

• Personnel Procedures 

• City Attorney Opinions 

• Memoranda of Understanding (MOU’S) 

• Executive Directives 

• Employee Relations Ordinance 

THE CITY CHARTER 

WHAT IS IT? 

• The legal basis for the City’s governmental structure 

HOW WAS IT ESTABLISHED? 

• Approved by the Subject Electorate 

HOW IS IT REVISED/CHANGED? 

• Can only be changed by election 

PECULIAR ASPECT OF THE LOS ANGELES CITY CHARTER: 

• Delegates most responsibilities, but provides specific instructions in some areas 

ADMINISTRATIVE CODE 

• Implements the Charter 

• Consists of ordinances which must be drafted by the City Attorney, Passed by 
City Council and approved by the Mayor 

• Constantly being updated 

CIVIL SERVICE RULES 

• Charter authorizes the CSC and places responsibility for the Civil Service system 
in that body 

• The rules are the guidelines for the administration of the CSC’s responsibilities. 




POLICIES OF THE PERSONNEL DEPARTMENT 

• Provide operational guidelines for the application of the Civil Service Rules 

• General guidance on the intent and application of the rules and specific 
procedures on special circumstances 

PERSONNEL PROCEDURES MANUAL 

• Detailed guidelines on how to process the personnel transactions needed to carry 
out the policies and rules. 

• Essentially a “How To” manual for HR staff 

• EXTREMELY OUT OF DATE! 

CITY ATTORNEY OPINIONS 

• Provide legal interpretations of the Charter, Administrative Code, Civil Service 
Rules and Policies 

• Provide legal guidance on issues that are not addressed in existing documents 

MEMORANDA OF UNDERSTANDING 

• A memorandum of Understanding (MOU) is a contract between the City and a 
Labor Union 

• Supervisors should always be familiar with the MOU of the employees who 
report to them! 

EXECUTIVE DIRECTIVES 

• Issued by the Mayor to Implement new or Revised Policies or give instructions of 
a permanent procedural nature to City Management 

• May change in part of completely with each new administration 

EMPLOYEE RELATIONS ORDINANCE 

• Establishes policies and procedures for the administration of employer-employee 
relations in City government 

• Provides for the formal recognition of employee organizations that represent City 
employees and establishes procedures for the resolution of disputes regarding 
wages, hours, and other terms & conditions of employment 



Mayor’s Office Legislative Perspective 


“Before”: 

HOW ITEMS GET LAUNCHED BY THE MAYOR TO COUNCIL 


Mayor’s transmittals to Council: As directed by the Charter 

• Commission appointments (45 days for Council to consider, deemed approved 
if no action). 

• General Manger appointments (45 days for Council to consider, deemed 
approved if no action). 

• Exemptions from Civil Service (10 Council meeting days for Council to 
consider, deemed approved if no action. Mayor’s Budget Group handles). 

• General Plan Amendments (30 days for Mayor to transmit to Council, 
otherwise deemed approved). 

• The Annual Budget (by April 20 of each year). 

Mayor’s transmittals to Council: City Departments’ requests to Council 

• Mayor trans mi ts all City Departments’ requests to Council, with or without 
CAO report as requested by the Mayor, per Mayor’s Executive Directives 
3 and 4. 

Exceptions: When Departments apply for or accept grant funds, they may 
report simultaneously to Council and Mayor pursuant to procedures in the 
City’s Grants Ordinance. Also, when Departments are requested by 
Committees or Council to report back with informational or status reports, 
Departments should respond directly back to the Committee or Council. 

Mayor’s transmittals to Council: Mayor’s own projects and programs 


“AFTER”: 

MAYOR SIGNS COUNCIL FILES 


• Many Council Files (but not all) require Mayor’s concurrence on the file per the 
Charter: e.g., ordinances, fund appropriations/transfers, employment authority, 
acceptance of grant awards, intergovernmental items, issuance of housing 
revenue bonds, and some others. If Mayor’s concurrence is not required, 
approval of the item is final if Council has adopted the item forthwith (wherein 
Council gives up its right to reconsider the item); otherwise it is final upon 
adjournment of the subsequent Council session, pursuant to Council Rules. 

• Items adopted by Council which require Mayor’s concurrence cannot be sent to 
the Mayor until adjournment of the next regular Council meeting. However, 
items which are adopted forthwith are considered final-adopted by Council, and 
may be transmitted to the Mayor if Mayor concurrence is required, as soon as that 
same day. Therefore, if your item is a Rush, you should ensure it is adopted 
forthwith. It is also helpful if you coordinate with the City Clerk to ensure that 
the adopted file physically leaves their office and it delivered to the Mayor’s 
Office timely. Do not assume that a forthwith file will automatically appear in 
the Mayor’s Office at the time you need. 





• The Charter gives the Mayor 10 calendar days from receipt of the file (not from 
the day it is adopted) to concur or veto the file, or after the 10 th day he can return 
the file without signature in which case the item is “deemed approved without his 
signature”. 

Within the 10 days of receipt of file: 

1. Approve (sometimes with optional letter). 

2. Veto. Per Charter, requires a Mayor’s letter explaining why. The Charter 
then gives Council 45 days to overturn a Mayor’s ordinance veto. 

3. Acting Mayor (the Council President) can act in lieu of Mayor only if 
Mayor is out of the State. 

After the 10 th day of receipt of file: 

4. Return Without Signature (sometimes with optional letter explaining 
why). Per Charter, Return Without Signature is “as effective as if signed by 
Mayor”. Common expressions are “deemed approved” or “pocket 
approval”. The item is considered approved but without the affirmative 
concurrence by the Mayor. 

• Frequently, for administrative of practical reasons, the Mayor needs to sign 
certain files sooner than the 10 days of receipt of file (.e.g. bond funding deadline 
in two days or same-day action required by a court). It is imperative that the 
affected department or Council Office contract the Mayor’s Office as early 
as possible, even before the item is calendared in Council, in order to 
coordinate timely Mayor’s signature on their rush items. The Mayor’s 
schedule does not permit him to sign files every day, and it is dangerous to 
assume he is available to sign as soon as the item is adopted by Council. 
Coordination may necessitate earlier scheduling in Council to effect timely 
Mayor’s signature to meet the item’s practical deadline. 

• Finally, Mayor also signs, on behalf of the City, those City contacts and 
agreements, Memorandum of Understanding, grant deeds, etc., for which 
previous Council action has authorized him to sign on behalf of the City. 


All available on City’s Website: 

City Council Web Site Directory, Council Offices/Committee Assignments, 
Council Calendar (City Council meetings, and agendas), 

Council agenda subscription service, Council File Index, Council Webcasts, 
Mayor’s Executive Directives, City Charter, the L.A. Administrative Code, the 
L.A. Municipal Code, Council Rules, City Events Calendar, Election information 


legisPresp2006 



How Items are processed through City Council 


How to track 

Clerk’s CFI log system 

Clerk’s "Referrals"Memos 





Committee agendas 
Council agendas 


Clerk’s CFI log system 


Clerk’s CFI log system 
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Mayor to participate in a committee established to give advice 
and instructions with respect to the City’s bargaining position in 
the meet and confer process. This committee shall also advise 
with respect to salaries set by ordinance. 

Sec. 220. Restrictions on Compensation of Officers. 

No . officer of the City shall be compensated by fees or 
commissions. No officer of the City shall retain any fee, 
recompense or:compensation received by him or her for the 
discharge of any duty of office from any person other than the 
City, but shall immediately pay over to the Treasurer all money 
received. 


or more members, the matter shall be transferred for action to the 
Board of Referred Powers. 

Unless a transfer is prohibited by applicable state law, the 
Board of Referred Powers is vested with the same power to act 
upon any matter, contract, sale or transaction transferred to it with 
the same force and effect as if acted upon by the board, officer or 
employee from whom the matter, contract, sale or transaction was 
transferred. The Council shall provide by ordinance for all 
matters relating to number of members, appointment and 
functioning of the Board of Referred Powers and the procedure 
applicable in referring matters to it for its determination. 


Sec. 221. Surety Bonds. 

The Council shall by ordinance fix the amounts and terms of 
the official bonds of all officers and employees of the City who 
are required by the Charter or by ordinance to give a bond. These 
bonds shall be approved by the City Attorney as to form, and shall 
be filed with and remain in the keeping of the Office of the City 
Clerk. The City shall pay the premium on any official bond 
required by the Charter or ordinance. 

Sec. 222. Conflicts of Interest; Board of Referred Powers. 

(a) City Attorney Opinion. Any board, board member, officer 
or employee of the City may request the City Attorney to render 
an opinion concerning the obligation of the board, board member, 
officer (other than a member of the Council), or employee under 
applicable laws to refrain from voting Or actihg upon any matter, 
contract, sale or transaction to Which the board, board member. 
Officer or employee may be a party. Or concerning any situation 
where it would violate state law or where it may not be in the 
public interest for the board, board member, officer or employee 
tb act in a particular matter, contract, sale Or transaction. 
Likewise, any elected City officer may request an opinion with 
respect to any board member. 

If the City Attorney receives such a request, the City Attorney 
shall render a written opinion. If the request is made by an elected 
City Officer concerning a board member, the opinion shall be 
rendered within ten days of the City Attorney’s receipt of the 
request; provided, however, that if the City Attorney determines 
that the'rarest does not contain sufficient information upon 
which to render an opinion, the City Attorney shall notify the 
person making the request, and the time within which the City 
Attorney must fender the opinion shall not commence until that 
information has been provided to the City Attorney: 

(b) IVansfer to the Board of Referred Powers. If the City 
Attorney renders an opinion concluding that the board, board 
member, officer or employee is disqualified from acting under 
applicable law, or that it is not in the public interest for the board, 
board member, officer or employee to act in the matter, contract, 
sale or transaction involved, the board, board member, officer or 
employee shall be disqualified from acting on or in any way 
attempting to influence action on the matter. Except as otherwise 
provided in this section, the matter shall be transferred for action 
to the Board of Referred Powers, which is hereby created. In the 
event that one or more members of a board, but less than a 
quorum, are disqualified from acting pursuant to the opinion of 
the City Attorney, the member or members so disqualified shall 
not act on the matter, but the matter shall not be transferred to the 
Board of Referred Powers. If state law makes it unlawful for the 
board to act in the matter by reason of the disqualification of one 


—--“-EXECUTIVE BRANCH 

C j>ec. 230. Mayor._ 

Except as otherwise provided in the Charter, management 
authority shall be vested in the Mayor who shall be the Chief 
Executive Officer of the City arid shall devote his or her entire 
time to the duties of the office. Hie Mayor shall execute and 
uphold q )l laws and ordin ances of the City. 
cjjecT231.. Powers and Du ties 

The Mayor shall have, me power and duty to: 

(a) exercise management authority over all departments, 
agencies and appointed offices of the City, except where the 
Charter provides otherwise; 

(b) appoint and remove staff as may be needed to perform the 
duties and carry out the responsibilities of the Mayor’s office, 
subject only to budgetary appropriation; 

(c) unless provided otherwise in the Charter, appoint chief 
administrative officers of City departments and appointed-offices, 
and the members of the hoards of commissioners created by the 
Charter, each subject to Council confirmation as provided in the 
Charter; 

(d) unless otherwise provided in the Charter, appoint the 
members . of standing commissions and boards created by 
ordinance that are advisory to or manage a department or 
appointed office, or perform regulatory functions, subject to 
Council confirmation as provided in the Charter; 

:(e) remove from office any chief administrative officer or 
commissioner, except where otherwise provided in the Charter; 

.(f) publicly; address the Council on the statebrif the City, 
annually prior to the submission of the proposed budget; 

(g) prepare and submit the Mayor’s proposed annual budget to 
the Council for consideration in accordance with Article HI of the 
Charter; 

(h) represent the City in intergovernmental- relations in 
accordance . with City policy and supervise the City’s 
intergovernmental relations function; 

(i) declare a local emergency and coordinate the City’s 
emergency response activities in accordance with procedures 
established by ordinance, and supervise emergency preparedness 
activities in the various departments and offices, including the 
Mayor’s office, in a manner consistent with City policy; 

(j) establish procedures and implement policies not inconsistent 
with the Charter or ordinance as are necessary to effectively 
manage and supervise the responsibilities entrusted to the Mayor 
through the issuance, of executive directives, which, in the 
absence of conflicting provisions in the Charter or ordinance, and 
until revised or rescinded by the Mayor, shall be binding on all 
departments, commissions, appointed officers and employees of 


10 




Proposed Charter for the City of Los Angeles 
Volume 1—Governance 


the City. Executive directives shall be filed with the City Clerk 
and be published in the manner described in Section 251. 
Executive directives shall take effect 15 days after publication; 

(k) certify in writing, to the Council, for each appointment that 
requires Council confirmation, that in the Mayor’s opinion the 
appointee is especially qualified by reason of training and 
experience for die position, and that the appointment is made 
solely in the interest of the City; and 

(l) perform. Other duties and have other powers as are provided 
elsewhere in the Charter or by ordinance. 

Sec. 232. Executive Budget. 

There shall be an executive budget division within the office of 
the Mayor with the power and duty to: 

(a) assist the Mayor in the preparation and submission to the 
Council of a proposed budget and executive summary in 
accordance with Article III; and 

(b) review and monitor departmental budgets and expenditures 
to ensure that departmental expenditures do not exceed budgeted 
appropriations for that department. 

The Mayor may request the, assistance in these duties from 
oth er City d epartments and offices, 

^SecT233.^Temporary Transfer of Employees^ 

i ne Mayor may make temporary transfers ot employees, not to 
exceed 120 days in any calendar year, from one appointed office 
or department to another, except the Proprietary Departments, to 
relieve temporary shortages in personnel, or to meet temporary 
demands for additional employees caused by. temporary or 
seasonal requirements in any office or department. The Mayor 
shall notify the City Clerk at the time the transfer of employees is 
made, and the City Clerk shall notify the President of the Council, 
the Director of the Office of Administrative and Research 
Services and;the Board of Civil Service Commissioners of the 
transfer. The compensation of employees so transferred shall be a 
charge upon the Office or department to which the employees are 
transferred for the period of the transfer. In the event of objection 
in Writing to the temporary transfer by any of the appointing 
authorities involved, the Mayor shall determine whether or not the 
transfer shall b£ made. 

Sec. 234.: joint Labor-Management Partnerships. 

The City shall encourage joint labor-management partnerships 
to set goals;;: encourage agreements*, solve problems, create 
incentives for>outstanding individual or team performance and 
encourage flexibility and innovation. Collective bargaining and 
discipline shall not be within the jurisdiction of these 
partnerships. 

LEGISLATIVE BRANCH 
Sec. 240.' Legislative Power. 

All legislative power of the City except as otherwise provided 
in the Charter is vested in the Council and shall be exercised by 
ordinance, subject to the power of veto or approval by, the Mayor 
as set forth in the Charter Other action of the Council may be by 
order or resolution, not inconsistent with the duties and 
responsibilities set forth in the Charter or ordinance. Except as 
otherwise specifically provided in the Charter, the Council shall 
have full power to pass ordinances upon any subject of municipal 
concern. 


Sec. 241. Council Size. 

The Council shall consist of 15 members, elected by districts as 
provided elsewhere in the Charter. 

Sec. 242. Conduct of Business. 

The Council shall be the sole judge of the election and 
qualification of its members’ Meetings and records of the 
proceedings of the Council and of the committees of the Council 
shall be open to the public, except that closed sessions may be 
held as permitted by law. The Council shall have the exclusive 
power to organize its business, prescribe the rules of its 
proceedings and preserve order at its meetings, subject to the 
following: e . 

(a) The Council shall hold regular meetings at least three days 
each week. Meetings may be held in City Hall or elsewhere in the 
City. By resolution, the Council may establish periods during 
which the Council or its committees will be in recess. The 
Council and its committees may also each hold special meetings 
with proper notice. 

(b) The Council, by ordinance or resolution, shall establish a 

sufficient number of committees to enable it to carry out its 
duties. The duty of the Council and its committees is to become 
fully informed of the business of the City so as to.oversee all the 
functions of the City government, and to report to the Council any 
information or recommendations necessary to enable the Council 
to properly legislate. Committees shall have the power of 
investigation, but shall have no administrative control over the 
various functions of the City government. The administration of 
the City, government shall be vested in the officials designated in 
the Charter to perform those functions. The President of the 
Council shall appoint the members. and the chair of the 
committees and each Council member shall be appointed to at 
least one committee. - 

Sec. 243. President and President Pro Tempore. 

(a) The Council shall elect ohe of its members as presiding 
officer, who shall be called the President of the Council. In case 
of any vacancy in the office of Mayor pending appointment and 
qualification of a successor, or in case of unavailability due to 
sickness, absence from the state, or disability of the Mayor, the 
President Of the Council shall act as Mayor of the City. The 
President of the Council, while acting as Mayor, shall not lose his 
or her rights as a member of the Council. 

(b) The Council shall elect One of its members “President Pro 
Tempore” who shall act as presiding officer jn the absence of the 
President of the Council arid, in case of vacancy in the office of 
President of the Council, or in the case of unavailability due to 
sickness, absence from the state or. disability of the President of 
the Council, shall exercise the powers and duties of the President 
of the Council under the provisions of this section. 

(c) The Council shall provide by ordinance for the succession 
from among its members to the powers and duties of the President 
Pro Tempore in case of unavailability due to sickness, absence 
from the state or disability of the President Pro Tempore, or in the 
case of a vacancy in that office. 

Sec. 244. Quorum and Vote Necessary to Take Action. 

Two-thirds of the members of the Council shall constitute a 
quorum for the transaction of business. Nothing in the Charter 
shall prevent a smaller number from transacting business by a 
majority vote of members present to the extent necessary to fill 
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(a) The City Attorney shall represent the City in all legal 
proceedings against the City. The City Attorney shall initiate 
appropriate legal proceedings on behalf of the City. 

(b) The City Attorney shall be the legal advisor to the City, and 
to all City boards, departments, officers' and entities. The City 
Attorney shall give advice or opinion in writing when requested 
to do so by any City officer or board. 

(c) The City Attorney shall prosecute on behalf of the people all 

criminal cases and related proceedings arising from violation of 
the provisions of the Charter and City ordinances, and all 
misdemeanor offenses arising from violation of the laws of the 
state occurring in the City: v- 

(d) The City Attorney shall approve in writing the form of. all 

surety Or other bonds required by the Charter, or by ordinance, 
before the bonds are submitted to the proper body, board or 
officer for final approval, and no such bond shall be approved 
without approval as to form by the City Attorney. Except as 
otherwise provided in the Charter, the City Attorney shall approve 
in writing the form of all contracts before the contracts are entered 
into by or on behalf of the City. < 

(e) The City Attorney shall keep records of all actions and 
proceedings in which the City or any officer, or board is an 
interested party, and copies ofiall written opinions given by the 
City*Attorney’s office. The City Attorney shall comply with all 
requests for information from the Mayor or Council, and shall 
report-on a regular basis to the Mayor and Council on all matters 
of litigation, in a form and at times specified by ordinance: In all 
litigation-involving potential financial liability of the City, the 
City Attorney shall keep the Mayor and Council informed as to 
the status and progress of litiga tion. 

^ecT272. Control of Litigation^^, 

:ir the: civil client ot the "City-Attorney is the municipal 
corporation, the City of Los Angeles. The City Attorney shall 
defend the City in litigation, as well as its officers and employees 
as provided by ordinance. The City Attorney may initiate civil 
litigation on behalf of the City or the People of the State of 
California^ and shall initiate civil litigation on behalf of the City 
when requested to'do so by the authority having control over the 
litigation as set forth below: The City Attorney shall manage all 
litigation of the City, subject to client direction in accordance with 
this section, and subject to the City Attorney’s duty to act in the 
best interests of the City and to conform to professional and 
ethical obligations. In the course of litigation, client decisions, 
including a decision to initiate litigation, shall be made by the 
.Mayor, the Council, or boards of commissioners in accordance 
with this section. However, the decision to settle litigation shall 
,be made in accordance with Section 273. 

..(a) Council. The Council shall make client decisions in 
litigation involving matters over, which the Charter gives the 
Co uncil respon sibility. 

S(h) Mayon"Rie Mayor shall make client decisions in litigation 
involving lfiatters over which the Charter gives the Mayor 
responsibility. 

'(c) Boards. The boards of the Proprietary Departments, the 
Ethics Commission, the Board of Fire and Police Pension 
Commissioners, the Board of Administration of the Los Angeles 
City Employees’ Retirement System, and the Board of 
Administration of the Water and Power Employees’ Retirement 
System shall make client decisions in litigation exclusively 


involving the policies and funds over which the Charter gives 
those boards control. 

(d) Interpretation of Section. The City Attorney shall have 
the authority to make the determination regarding who is 
authorized to make client decisions on behalf of the City in 
accordance with the principles of this section and accepted 
principles of representation of municipal entities. 

Sec. 273. Settlement of Litigation. 

(a) Boards. The boards of the Proprietary Departments, the 

Ethics Commission, the Board of Fire and Police Pension 
Commissioners, the Board of Administration of the Los Angeles 
City Employees’ Retirement System and the Board of 
Administration of the Water and Power Employees’ Retirement 
System shall have the authority to approve or reject settlement of 
litigation exclusively involving the policies and funds over which 
the Charter gives those boards control. The settlement of all other 
litigation shall be in accordance with subsections (b) and (c) pf 
this section. . 

(b) Settlements Involving Only Money Damages, 

(1) The Mayor shall have authority to approve or reject 
settlements involving only the payment or receipt of 
money damages not exceeding an amount set by 
ordinance, and shall make client decisions with respect to 
settlement of such litigation. The Mayor may delegate this 
authority to the City Attorney. . 

(2) A claims board comprised of the Mayor as chair, the 
President of the Council and the City Attorney, or their 
designees, shall have the authority to apprqve or reject 
settlement of litigation involving only the payment or 
receipt of money damages exceeding the amount that is 
within the Mayor’s authority under the preceding 
subsection, and below an amount set by ordinance. The 
claims board shall make client decisions with respect to 
settlement of such litigation. 

(3) The Council shaU-have the authority to approve or reject 
settlement of litigation, that involves only die payment or 
receipt of money damages exceeding the amount that is 
within the authority of: the claims board under the 
preceding subsection, subject to veto of the Mayor, and 
Council override Of the Mayor’s veto by a two-thirds vote 
of the Council, The Council shall make client decisions 
with respect to settlement of Such litigation. The claims 
board shall make recommendations to the Council 
concerning’ settlement of litigation within the scope of this 
subsection. 

(c) Other Settlements. The Council shall have the authority to 
approve or reject settlement of litigation that does not involve 
only the payment or receipt of money, subject to veto of the 
Mayor, arid Council override of the Mayor’s veto by a two-thirds 
vote of the Council. 

Sec. 274. Employment of Assistants. 

The City Attorney may appoint assistants, deputies, clerks and 
other persons as the Council shall prescribe by ordinance. Each 
Assistant City Attorney must, at the time of appointment, be 
qualified to practice in all courts of the state and must have been 
so qualified for at least two years immediately preceding the 
appointment. Employment in the City Attorney’s office shall be 
subject to Section 1050 of Article X of the Charter. 


15 




Proposed Charter for the City of Los Angeles 
Volume 1—Governance 


promptly transmitted to the City Clerk, signed by the City Clerk 
and filed in the office of the Controller. 

EXPENDITURES 
Sec. 320. . Expenditure Programs. 

Each office and department:provided for in the general: City 
budget, and the Departments of Library and Recreation and Parks 
to the extent that they are assisted by appropriations from the 
General Fund, shall have authority to expend, in the manner 
provided by law, the funds appropriated for its support during the 
ensuing fiscal year, but only in accordance with a program of 
planned expenditures which shall be prepared, filed and modified 
from time to time, as provided by law. No department, bureau; or 
office of the City government shall make expenditures or incur 
liabilities in excess of the amount appropriated therefor. 

DEBT, 

Sec. 325: Debt Impact Statements. 

Prior to the adoption of any Ordinance or resolution authorizing 
the incurring of any indebtedness by the City or the placing of any 
debt authorization on the ballot, the Mayor and Council shall have 
prepared a debt impact statement. The debt impact statement 
Shall analyze the effect of the new debt on the City’s finances arid 
indicate the amount of additional funds required to be budgeted 
for debt service. 

TAXATION 

Sec. 330. Use of County System of Assessment and Taxation. 

Until otherwise provided by ordinance, the City shall continue 
to use, for purposes of municipal taxation, the county system of 
assessment and tax collection. Should the City resume the work 
of assessment and tax collection, the procedure shall be fixed by 
ordinance and, so far as applicable, shall be substantially the same 
as provided at the time by law for county taxes in the County of 
Los Angeles. . 

Sec. 331: Tax Levy. 

Not earlier than the month of June, but not later than the last 
day of the month in which the statement of property valuations 
within the City as required by law is received, the Council shall 
adopt an Ordinance levying upon the assessed valuation of the 
property in the City, in accordance with the provisions Of law, a 
rate of taxation upon each one hundred dollars ($100) of 
valuation, which, with the amounts, if any, transferred from the 
Reserve Fund in or for the current fiscal year subsequent to the 
adoption of the annual budget and the amount estimated to : be 
received from fines, licenses and other sources of revenue, will be 
sufficient to raise the amount appropriated in the annual budget. 
Sec. 332. Tax Levy - Alternate Method. 

If the Council fails to levy a rate of taxation at the time and in 
the manner provided by the Charter, the Controller shall add to 
the budget the amount required to meet maturing portions of 
principal and interest on the bonded indebtedness of the City and 
of special districts in the City, and any special taxes lawfully 
imposed, and shall calculate a rate of taxation as provided in 
Section 331, not exceeding the limit provided by law. The 
Controller shall give public notice of the rate of taxation by 
publication in a newspaper of general circulation in the City or by 
other means provided by ordinance, and the tax rate calculated by 


the Controller shall be the rate of taxation of the City; The 
Controller is hereby vested with all necessary legislative power to 
carry out the provisions of this section. 

TRANSFERS 

Sec. 340. Transfers Between Funds; Temporary Transfers. 

(a) It shall not be lawful to transfer money from one fund to 
another or to use the money in orie fund in payment of demands 
upon another fund, except in the case of the Unappropriated 
Balance and the Reserve Fund, or except as specifically provided 
in the Charter. 

(b) Notwithstanding subsection (a), the Treasurer and the 

Controller, when authorized and directed by the Council by 
resolution, shall make temporary transfers, in accordance with 
procedures established by law, from the funds of the City as may 
be necessary to provide funds for meeting obligations of the City. 
The amount of any temporary transfers shall nbt at any one-time 
exceed 85% of the ad valorem property taxes accruing to the City, 
shall not be made after the last Monday in April of the. current 
fiscal year, and shall be replaced from the taxes-accruing to the 
City before any other obligation of the City is met from those 
taxes. ■ ;. 

Sec. 341. Transfers from Reserve Fund; Appropriations from 
Unappropriated Balance: ' /; 

T ransfers may be made from the Reserve Fund after adoption of 
the annual budget to meet in whole or in part any appropriated 
item of the annual budget, or may be made to the General Fund or 
the Unappropriated 'Balance. These transfers and any 
appropriations from the Unappropriated Balance may* be made 
after adoption of the budget, as follows: ; 

(a) upon recommendation of the Mayor, approved by a majority 
vote of the Council; 

(b) upon a majority vote of the Council, subject to the approval 
of the Mayor, or passage by the Council over the Mayor’s veto by 
a two-thirds vote. 

If any order making a transfer or appropriation is not returned 
to the City Clerk by the Mayor for presentation to the Council, 
with objections in writing, within ten days after it has been 
presented, it shall become effective and be as valid as if the 
M ayor had approved and signed it. 

{gee. 342. Transfers of App ropriated FundsTT 

Funds appropriated in the general City budget or thereafter by 
the Council for expenditure by any officer, board or department 
may be transferred to the Reserve Fund or the Unappropriated 
Balance, or appropriated for the sarhe or other purposes by other 
authorized officers, boards or departments arid the budget or other 
spending authority amended accordingly: 

(a) for transfers not in excess of an amount established by 
ordinance, on the approval of the Mayor, provided that the Mayor 
shall give notice of such transfer at the time it is made to the City 
Clerk who shall notify the President of the Council, the Controller 
and the Director of the Office of Administrative and Research 
Services of the transfer; 

(b) for transfers in excess of an amount established by 
ordinance, on the approval of the Mayor and a majority vote of 
the Council; or 

(c) for transfers in excess of an amount established by 
ordinance, on the majority vote of the Council, subject to the 
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approval of the Mayor, or passage by the Council over the 
Mayor’s veto by a two-thirds vote. 

If any order making a transfer is not returned to the City Clerk 
by the Mayor, for presentation to the Council, with objections in 
writing, within ten days after it has been presented, it shall 
become effective and be as valid as if the Mayor had approved 



(a) Departments Not Controlling Tfieir Own Funds. The 
head of any department not having control of its own funds may 
make application in writing to the Mayor for a transfer of amounts 
from one appropriated item to another in the budget allowance of 
the department or to a new item created after adoption of the 
annual budget. On the approval of the Mayor, the Controller shall 
make the transfer, but no transfer of an amount exceeding either 
thirty-five thousand dollars ($35,000) or other amount established 
by ordinance shall be made unless approved by a majority vote of 
the Council. Notwithstanding the above, for transfers within the 
Council’s budget, the President of the Council shall be authorized 
to approve transfers. 

(b) Departments Controlling Their Own Funds The general 
manager of any department having control of its own funds may 
make application in writing to the board having control and 
management over the department for a transfer of amounts from 
one budget item to another in the annual budget of : the 
department, or to a new item created after adoption of the annual 
budget. On .the approval of the board, the Controller shall make 
the transfer, but no transfer of an amount exceeding thirty-five 
thousand dollars ($35,000) or other amount established by 
ordinance shall be made unless approved in writing by the Mayor. 

(c) Increase in Limit. The monetary limitations of thirty-five 
thousand dollars ($35,000) in subsections (a) and (b) above shall 
commence at the beginning of the City’s 1999-2000 fiscal year 
and shall .be subject in subsequent. fiscal years to an annual 
adjustment at the beginning of the fiscal year based upon the 
Consumer Price Index for all urban consumers for the Los 
Angeles area published by the United States Department of 
Labor, Bureau of Labor Statistics. 

(d) Notice. At the time any transfer of funds pursuant to this 
section is made, the authority approving, the transfer shall give 
notice to the City Clerk, who shall notify the President of the 
Council, the Controller and the Director of the Office of 
Administrative and Research Services of the transfer. 

Sec. 344. Transfer of Surplus to Reserve Fund. 

At the close of each fiscal year, the Controller and Treasurer 
shall transfer all surplus money remaining in each fund over and 
above the amount of outstanding demands and liabilities payable 
out of the fund to the Reserve Fund, except surplus money in the 
several bond funds, interest and sinking funds, trust funds, 
pension and retirement funds. Harbor Revenue Fund, Library 
Fund, Recreation, and Parks Fund, Power Revenue Fund, Water 
Revenue Fund, Airport Revenue Fund and other funds as 
provided by the Charter or ordinance. The Council may, by 
ordinance, direct that surplus money in the Harbor Revenue Fund, 
the Power Revenue Fund or the Water Revenue Fund be 
transferred to the Reserve Fund with the consent of the board in 
charge of the fund, but not otherwise. Surplus money may be 
transferred from the Airport Revenue Fund only as provided in 
Section 635. 


CLAIMS 

Sec. 350. Claims Against City. 

(a) Claim Required. No suit shall be brought on any claim for 
money or damages against the City, or any officer or board of the 
City, until a claim has been filed with the City Clerk, and rejected 
in whole or in part. If rejected in part, suit may be brought to 
recover the whole. Claim procedures and requirements shall be 
governed by state law or ordinance not inconsistent with state law. 
Except in those cases where a shorter period of time is otherwise 
provided by state law, all claims for damages against the City 
must be presented within six months for personal injury and 
within orte year for property damage after the Occurrence from 
which the damages arose* or after the last item of the account Or 
claim accrued. 

(b) Action on Claim. In all cases, the claim shall be approved 

or rejected in writing and the date given. Failure to act upon any 
claim within 45 days from thedatethe claim is filed with the City 
Clerk or, if amended, within 45 .days after the amended ^claim is 
filed with the City Clerk, or within any greater period provided by 
state law, shall be deemed to be a rejection. . 

(c) Applicability. The requirements of this section shall not 

apply to claims for payment upon presentation and surrender of 
any bonds, notes or other evidences of indebtedness authorized by 
the Charter or. state law and payable solely from any revenue fund 
or other special fund. ,, 

MISCELLANEOUS FINANCE 
Sec. 360. Payment into Treasury. ■ 

Except as provided by ordinance, all public money collected by 
any officer, employee of the City or other person shall 
immediately be paid into the City Treasury, without any 
deduction on account of any claim, for fees, commissions or. any 
other cause. 

Sec. 361. Law Governing Bonded Indebtedness. 

Except for revenue bonds issued pursuant to Section 609 or 
related ordinance or other bonded indebtedness issued pursuant to 
other procedural ordinance, the laws of the State of California 
establishing the procedure for the creation of bonded 
indebtedness in force at the time any bonded indebtedness is 
created by the City shall, so far as applicable, be followed. , 

Sec. 362. Annual Audit. 

At the end of each fiscal year, the Council shall require the 
income and expenditures of each department and office of the 
City to be audited by one or more certified public accountants, 
who are not connected with the department to be audited. The 
accountants shall make their report directly to the Council and 
send copies to the Mayor and Controller. The Council shall 
determine the extent of the audit as to each of the departments, 
and may provide for the taking of the audit by resolution. 

CONTRACTS 

Sec. 370. Contracts Required to be in Writing and Signed. ; 

Every contract involving consideration reasonably valued at 
more than an amount specified by ordinance shall, except in cases 
of urgent necessity for the preservation of life, health or property 
as provided in Section 371(e)(5), be made in writing, or other 
manner as provided by ordinance. The draft of the contract shall 
be approved by the board, officer or employee authorized to make 
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ARTICLE V 
DEPARTMENTS 


GENERAL PROVISIONS RELATED TO DEPARTMENTS^ 
Sec. 500. Creati6li and Management of Departments. 

(a) There shall be the following-departments each of which 
shall be under the control and management of a board of 
commissioners that shall be the mad of the department: ■ 

Fire 

Fire and Police Pensions' 1 
Library “ ' ' ' 

Los Angeles City Employees’ Retirement System 
Police ' '■ ‘ H 

Public Wofki 

Recreation and Parks “ i L * 

(b) There shall be the following departments each of which 
shall be under the control and management of a chief 
administrative officer, who shall be the head of the departments 

City Planning 
Personnel ’T-.\.,:y; ' 

.(c),The phrase “departments having.eontrol of their own special 
funds” and “departments which- have control of definite revenue 
or funds” and other substantially equivalent terms used in the 
Chartershall mean the departments; of Fire .and Police Pensions, 
Los Angeles ; City Employees’ Retirement 'System; Library; 
Recreation arid Parts, arid the Proprietary. Departments. 

Sec. 501. Boards of Commissioners. : 

(a) Creation. Each department created in the Charter shall 

have a board of commissioners consisting of five commissioners, 
unless some other number is provided in the Charter for a specific 
board. . . "" •' 

Each board shallr.be known as; the Board oLfinsert name of 
department) Commissioners, except that the Board of the 
Personnel; Department shall be known as the Board of Civil 
Service Commissioners ’ ( 

(b) Attendance Fees. The Council shall, by ordinance adopted 

by a two-thirds vote, establish the amount of attendance fees to be 
paid to commissioners. Attendance fee ordinances shall be 
adopted no more frequently than once a.year. . . ” 

(c) . Term. A commissioner term shall be five years; beginning 
on July 1. The terms of the commissioners shall be designated so 
that as much as possible the terms of office are staggered. The 
period of the term of each commissioner shall be designated in the 
appointment. An appointment to fill an unexpired term on any 
board'shall be for the period of the unexpired term. 

(d) Qualifications. No person (Shall be appointed to a.Chartcr 

created commission; who is not a registered voter of the City. This 
requirement shall also apply to standing commissions created’by 
ordinance that are advisory to a department or office. This 
requirement does not apply to commissioners who, are elected or 
who serve ex officio. A-; v A 1 

(e) Diversity. Unless otherwise provided in the Charter, the 
Mayor, Council or other appointing authority shall strive, to make 
his or her overall appointments to appointed boards, commissions 
or advisory bodies established by the Charter or ordinance reflect 
the diversity of the City, including, but not limited to, 
communities of interest, neighborhoods, ethnicity, race, gender, 
age and sexual orientation. 


Sec. 502. Appointment and Removal of Commissioners^^) . 
^ (a) Appo intment/ ~Unldss otherwise provided in tlitrCliarter, 
commissioners of Charter created boards and of standing 
commissions created by ordinance that aie advisory, to, or manage 
a department or appointed office, or perform regulatory functions, 
shall be appointed by the Mayor, subject to the approval of the 
Council. The Mayor shall appoint the commissioners of all other 
ordinance created commissions, unless otherwise provided in the 
ordinance. 

Within 45 days of a vacancy created by the expiration of a term 
of office or otherwise, the Mayor shall submit to the Council for 
its approval the name of the Mayor’s appointee to serve for the 
next .ensuing term or remainder of the unexpired term created by 
the vacancy. ; =.\ , . , ■ •••' .. 

If the Council does not disapprove the appointment within 45 
day ift r its ubtni sion to the Coun il, the appointm it shall lx 
deemed approved, if the"Council disapproves an appointhient, 
the Mayor shall make and submit to. the Council a new 
appointment within 45 days of Council disapproval. .Each 
subsequent Council disapproval of a niayjoral appointment shall 
create a new 45 day period..- , .. r , 

' (b) Appointment by nv^Hent of the Council. , In the event 
the Mayor fails tp submit an appointment to the Council within 
any of the 45 day periods provided in this section, the'President of 
the Council shall, within an additional 45”, days,. submit an 
appointment for that officeTo the Council for, its approval. If the 
Council does not disapprove the appointment. made by the 
President of the Council within 45 days after submission, the 
appointment shall be deemed approved by the'CouriciJ. . / , 

If the Council disapproves the appointment made by the 
President of the Council within the 45 day period, the President,of 
the Council shall make a new appointment to the office involved 
within 45 days of the disapproval of the previous appointment. 
Each subsequent disapproval of an appointment made by the 
President of th£ Council shall erfeate a new 45 day period. 

(c) Appointment by Council Resolution. Upon failure of the 
President of the Council to submit an appointment to the Council 
for its approval as provided in this section; that appointment Shall 
be made by the Council, by resolution, within 45 days’ from the 
expiratidrFof the 45 day period within which the President of the 
Council failed to act. 

(d) Removal. Members of a board or commission, other than 
the City, Ethics Commission and the Police Commission, who are 
appointed by the Mayor subject to approval by the .Council, may 
be removed by the Mayor without Council confirmation. 
Members of the Police Commission may be removed by the 
Mayor, but a removed member may, within ten calendar days of 
the removal, appeal the action to the Council. Within Jen Council 
meeting days of receipt of the appeal, the Council may reinstate 
the commissioner by a two-thirds vote of the Council. Failure of 
the Council to reinstate the commissioner during this time period 
shall constitute a denial of the appeal. Action on an appeal shall 
be by an action separate from the approval of the appointment of a 
successor to the removed member. Members of the City Ethics 
Commission may be removed in accordance with Section 700. 
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Sec. 503. Organization of the Board. 

(a) Officers. Each of the boards created in the Charter shall 

elect one of its members President and one Vice-President. 
Officers shall hold office for one year and until their- successors 
are elected, unless their membership on the board expires sooner. 
Elections shall be held during i ts last meeting in July of each year, 
but the board may fill the unexpired term of any vacancy 
occurring in the office of President or Vice-President at any 
meeting. < 

(b) Meetings. Each board shall hold a regular meeting at least 
twice a month. All meetings shall be in a municipal or other 
facility open to the public. 

i (c) Action; Each board; shall exercise the powers conferred 
upon it by the Charter by order or resolution adopted by a 
majority of its members. Action of the board shall be attested by 
the signatures of the President or Vice-President, or two members 
of the board, and by the signature of the secretary of the board. 
Sec. 504. Secretary and Chief Accounting Employee. 

(a) Secretary to the Board flic hi id of c ich department shall 
appoint an employee of the department otlfcr than a member of 
thfe board, to serve as secretary to the board. ’ The secretary, shall 
perform those duties imposed upon him or her by the Charter, 
ordinance or order of the board. 

(b) Chief Accounting Employee. The head of each 
dfepartmerit shall appoint an employee of the department, other 
than a rnciriber of tlie board or the chief administrative officer, to 
sefve as chief accounting employee: Tlie chief accounting 
erhployee shall perform iiiose duties imposed upon him or her by 
the Charter, by ordinance; or by the boar d. 

(c) Appointment Subject to Civil Service. Appointments 
made under this section are subject to the civil service provisions 
of the Charter. The Council may provide by ordinance for 
combining the positions of secretary and chief accounting 
employee with other positions in the civil service. 

Sec. 505. Approval by Chief Accounting Employee of Use of 
Funds. - ' 

The written approval of the chief accounting employee shall be 
required for the, withdrawal of money from any fund of any 
department created , by the Charter under the control and 
management of, a : board of commissioners. However, this 
requirement does not apply to withdrawals-made for the purpose 
of purchases through a centralized City purchasing system. 

Sec. 506. Powers of the Board and the Head of the 
Department ■■ -r ' 

Subject to the provisions of the Charter, and to any ordinances 
as are not in conflict With the grants of power made to each 
department in the Charter: 

(a) Management. The head of each department shall have 
power to supervise, control, regulate arid manage the department/ 

(b) Rules arid Regulations. The head of each department shall 
haVe the power to make and enforce all rules and regulations 
necessary for the exercise of the powers conferred upon the 
department by the Charter. The board of each department under 
the control and management of a general manager shall have the 
power to make and enforce all rules and regulations necessary for 
the-exercise of powers and'- the performance of the duties 
conferred upon that board by the Charter. Every order or 
resolution adopting a rule of general application to be followed by 


the public shall be published once in a daily newspaper and shall 
take effect upon publication. Those rules, when adopted by order 
of a general manager who is the head of a department, shall be 
subject to the approval of the Mayor 

(c) Acquisition, pf Real Property; Approval of Contracts. 
Subject to Section 373, any action by a department created in the 
Charter authorizing the acquisition or sale of real property, 
approving of contracts which obligate the ,City for a.longer period 
of time than as provided by ordinance, or which involve 
consideration reasonably valued in excess of such monetary 
limitation as provided by ordinance, shall be taken by the head of 
the department by order or resolution. , 

(d) Police Power. No grant of power by the Charter to any 
department or board of City government shall be construed to 
restrict the power of the Council to enact ordinances under the 
police power of the City, except as otherwise specifically 
provided in the Charter, 

Sec. 507. Chief Administrative Officers. 

Other than the elected offices, each department rind office 
established by the Charter or created by ordinance, and each of 
the Public Works bureaus - of ‘.Contract Administration, 
Engineering, Sanitation, Street Lighting, and Street Services shall 
have a chief administrative iofficer. In departments under the 
control and management of a board of commissioners; the chief 
administrative officer administers the affairs of the department-. 
In departments andipffices not under the control and management 
of a board of commissioners, the cjrief administrative officer has 
full charge and control of all work of the department or office. 
Elsewhere in the Charter and in the Log Angeles Administrative 
Code, chief administrative officers may have different position 
ti tles including g eneral manager and director. 

Sec. 508. Appointment and Removal of Chief Administrative'' 
Officers. ____ 

(a) Applicability. Subsectirins (a) through (e) 61. tills scuiUfT 

shall apply to all chief administrative officers, except the Chief of 
Police, the Executive Officer of thd City Ethics Commission; the 
Executive Director of the Employee Relations Board, the general 
managers of the Fire and Police Pensions and the Los Angeles 
City Employees Retirement System; and the general managers of 
the Proprietary Departments:- The following shall also be 
considered chief administrative officers for the purposes of this 
section: the Treasurer; the Executive Director of any.. City 
commission or agency created by ordinance that performs 
regulatory : functions; and the executive director of all. other 
ordinance created commissions or agencies unless the ordinance 
creating: the commission or agency provides otherwise. The 
provisions of this section, shalLnot apply to the Chief Legislative 
Analyst. ' 

(b) Appointment Each chief administrative officer, to whom 
this Section applies shall be appointed by the Mayor; subject to 
confirmation by the Council. If the Council does, not-disapprove 
the appointment within 45 days after its submission - to the 
Council, the appointment shall be'deemed approved. The Mayor 
may, but shall not be required to, use the assistance of the 
Personnel Department in the recruitment and selection of 
candidates for appointment. No chief administrative officer 
appointed under this section shall acquire any property interest in 
employment in that position. 
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(c) Temporary Appointments. The Mayor must: fill any 
vacancy in the position of chief administrative officer within ten 
days of the vacancy. The Mayor may appoint a temporary chief 
administrative officer for six months,. which period may be 
extended with the consent of Council for an additional six 
months. If no permanent appointment has been submitted to the 
Council during the initial or. bxtended period, the temporary 
appointment shall, be deemed, submitted as a permanent 
appointment, and the time period for Council approval or 
disapproval shall coinmence as of that dale 

(cl) Annual Review. The Mayor shall evaluate each chief 
administrative pfficer annually. Tl|e Mayor shall set or adjust the 
amount of compensation for. the,,chief administrative officer 
within the guidelines established : by Council, after 
recommendations concerning those guidelines have been made to 
tie Council by the Director of the Office of Administrative and 
Research Services. . ..... f 

(e).Removal. The Mayor may remove, by written notice, the 
City, Clerk and the Treasurer, subject to approval by the Council 
The Mayor may remove, by written notice, all cither chief 
administrative officers to whom , this section applies without 
Council confirmation. However, those removals may be appealed 
tp the. Council in accordance with this subsection. Within ten 
calendar days of the removal, the chief administrative officer may 
appeal the removal to the Council. Within 10 Council meeting 
days of receipt of the appeal, the Council may reinstate the chief 
administrative officer by a two-thirds vote of tiie Council. Failtiire 
of'the Coiincil to reinstate the chief administrative officer during 
this time period shali constitute a denial of die appeal. 

’ : (f) ; Chief Administrative Officers Appointed by a 
Commission. Any chief administrative officer or executive 
director that is appointed by a Commission pursuant to ordinance 
shall' Be annually reviewed by the ( appointing cominission. That 
commission shall set or adjust the compensation for the chief 
administrative officer or executive director within the salary 
guidelines established by" Couijbil, after recommendations 
Concerning those guidelines have been made to the Council by the 
Director of the Office of Administrative and Research Services 
The commission shall forward a copy of the evaluation and salary 
determination to the Mayor and Council for information. . 

Sec. 509; Powers of Chief Administrative Officer of 
Department Under the Control of a Board of Commissioners. 

Subject to the provisions of the Charter, the rules of the 
department and the instruction of his oi lier board, the chief 
administrative officer of a department or bureau under the control 
and management of a board of commissioners, except the Police 
Department, shall: 

- (a)‘administer the affairs of the department or bureau as : its 
chief administrative officer; .... 

(b) appoint, discharge, suspend, or transfer the employees of the 
department or bureau, other than the secretary of the board and 
the chief accounting employee of the department, all subject to 
the civil service provisions of the Charter;... .. 

; (c) issue instructions to employees, in the line of their duties, all 
subject to the civil service provisions of the Charter, 

(d) expend the funds of the department or bureau in accordance 
with the provisions of the budget appropriations or of 
appropriations made after adoption of the, budget ; 


(e) recommend to the board of the department prior to the 
beginning of each fiscal year an annual departmental budget 
covering the anticipated revenues and expenditures: of: the 
department or bureau, conforming so far as practicable to the 
forms and dates provided in Article Ilf in relation ta the general 
City budget; 

■■■'(f) certify all expenditures of the department or bureau to the 
chief accounting employee; ‘ 

: (g) file with the board and the Mayor a written report on the 
work, of the department or bureau on a regular basis’and as 
requested by the Mayor or board; and v 

(h) exercise any. further powers in the administration of the 
department as may be conferred upon him or her.by the board of 
the department. ’ 

Sec. 510. Powers of Chief Administrative Officer of 
Department Under the Management and Control of Chief : 
Administrative Officer. ' • a: 

Each chief administrative officer who is the head of the 
department shall: . . . .. 

(a) have full charge and control of all work of the department; 

(b) be responsible for the proper administration of its'affairs; 

(c) appoint, discharge, suspend or transfer all employees of the 
department, subject to the civil service provisions of the Charter, 

(d) issue instructions to employees in the line of their duties! all 
subject to the civil service provisions of the Charter; 

(e) as authorized by ordinance, assign employees of the 
department as' are required for the carrying ouf of the powers and 
duties of the board of commissioners, if any; !i ‘ 

(f) provide technical assistance and information asretjuestedin 
writing by the bpard of commissioners of the department, if any; 

(g) prior to the beginning of each fiscal year submit an annual 

budget covering the anticipated revenues and expenditures of the 
department, including, pursuant to the instructions of the board of 
commissioners, if any, the money required for the proper conduct 
of the board’s affairs; . : n 

(h) expend the funds of the department in accordance with the 

provisions of the budget appropriations or of appropriations made 
after adoption of the budget; including those appropriatedTor the 
board of commissioners, if any; - - 

(i) file with the board and the Mayor a written report on the 

work of the department on a regular basis arid as requested By the 
Mayor or board; and ■ 

(j) exercise any further powers as may be conferred upon him 

or her. ■ 

Sec. 511. Responsibilities of Boards of Departments 
Controlling Their Own Funds. '■ 

In addition to the other powers and duties imposed upon them 
by the Charter, the board of each department having control over 
its own special funds shall: ' 

(a) provide suitable quarters, equipment and supplies for the 
department, create the necessary positions in the department 
authorize the necessary deputies, assistants and employees and fix 
their duties, and may require bonds of any or all the department’s 
employees for the faithful performance-oftheir duties; and 

(b) prior to the beginning of each fiscal year, adopt an annual 
departmental budget and make an annual department budget 
appropriation^ covering the anticipated revenues and expenditures 
of the department. The departmental budget shall conform as far 
as practicable, to the forms and times provided in Article HI for 
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ARTICLE X 

EMPLOYMENT PROVISIONS 


CIVIL SERVICE 
Sec. 1000. Applicability. 

The provisions of this Article shall apply to all employees of 
the City,except for those specifically exempted in Sectipn 1001. 
fSec. 1001. Exemptions; 5 

"Each oi the lOlluwiUg'positions shall be exempt from this 
Article: y ■’ . „ .... ' 

<a> Exempt Positions. . " 

(1) All officers elected by the people. 

(2) All members of die boards of commissioners. 

(3) All chief, administrative officers of the City’s departments 

and offices and the Directors of the Public Works’ Bureaus 
of Contract Administration, Engineering, Sanitation, Street 
Lighting and Street Services. . ' '" 

(4) Two positions in the class of Assistant General Manager or 
Deputy Director in each City officp or department, and two 
positions in the class of Assistant Director in each of the 
Public Works Bureaus of Contract Administration, 
Engineering, Sanitation, Street Lighting and Street 
Services/ and two positions iii: the class of Deputy 
Controller ih the Office of Controller: 

(5) All Deputy Chiefs of Police. 

( 6 ) Positions in the Office of the Mayor. 

(7) Positions established by the Council for the purpose of 
assisting the members of the Council in the performance of 
their duties, except for clericalpersonnel. 

( 8 ) . All positions in the office of the City Attorney. 

(9) The Chief Financial Officer of the. Department of Water 
and Power., .■ 

(10) The Executive Director of the Boards: of Police 

Commissioners. ■ . ? 

(11) The Inspector General of the Police Department. 

(12) The Executive Officer and all non-clerical personnel of the 
City Ethics Commission. 

(13) All Assistant Directors in the Office of Administrative and 
Research Services. 

(14) The Traffic Manager and the Port Warden of the Harbor 
Department. 

(15) Crossing Guards. 

(16) All physicians and psychologists subject to Section 1040. 

- (17) All-officers of election. 

(18) Persons specially employed by the City Clerk, as 
authorized by the provisions of Section 405 of the Charter, 
to assist in the conduct of any election. 

(19) Positions elsewhere specifically exempted by the Charter. 

(b) Management, Professional, Scientific or Expert Services. 

In addition to those positions described in subsections (a); (c) and 
(d) of this section, up to 150 persons to provide management 
services or to render professional, scientific or expert services of 
an exceptional character to offices or departments including the 
Proprietary Departments. Appointments under this subsection 
shall be subject to the following: 

(1) As to. each position to be exempted under this subsection, 
and prior to the initiation of the selection process to fill the 


position, the Mayor shall., forward to the Council a 
recommendation for an exempt position which sets forth 
the educational, experience and other ; professional 
requirements of the position and; describes, the 
circumstances presented by the department seeking the 
appointment that preclude: filling the position through the 
civil service system. Within ten,. Council mgeting days 
. from receipt of the recommendation,: the. .Council may by 
two-thirds, vote disapprove the Mayor’s recommendation 
for the. exemption. If .the Council does not act on the 
recommendation within the specified jime .period, the 
recommendation shall be deemed approved. When .the 
position is vacated, the exemption shall terminate unless 
re-authorized in accordance with this..subsection.; 

(2) No person may be employed under this subsection if he or 

she has served in an exempt position-in the office.qf an 
elected City official in the prior two years unless he or she 
meets the professional experience requirements established 
for the position. ..... 

(3) Persons who have been exempted or who , have been 
appointed to an exempt position, prior to the effective date 
of this Charter, will retain their exemption. Exemptions 
under this subsection, shall be prospective and shall be 
made only at the time of filling a vacant position. 

(4) Council may, by ordinance adopted by! two-thirds vote, 
increase the maximum number of exempt, positions as 
provided in subsection (b) to no more than one percent 
.(1%) of the regular authorized positions in the City 
workforce, provided : that if the maximum number of 
exempt positions is increased pursuant to this subsection, 
the number of positions created by subsections (a) (4), (5) 
and (c) of this section shall be counted toward the 
maximum allowable exemptions' If Council provides: for .a 
maximum number of exemptions basgd on a percentage of 
the workforce, and a reduction in the workforce results in 
more filled exempt positions than permissible, each 

; incumbent shall retain the exemption,, but when vacated, 
such excess exemptions shall terminate. 

,(c) Proprietary Department Positions. In addition to the 
exempt positions in the Proprietary Departments created by 
subsections (a), (b) (1), (2), (3) and (d) of this section, up, to 15 
positions in the Department of Water and Power and up to ten 
positions to be allocated between the Harbor Department and the 
Department of Airports for employment of persons Ur provide 
management services or to render professional, scientific or 
expert services of an exceptional character. Exemption of these 
positions shall be subject to the following: 

. (1) Upon receipt of a request for an exempt position by the 
department which sets forth the educational, experience 
and other professional requirements of the position and 
describes the circumstances that preclude filling the 
position through the civil service system, the Maiyor shall 
forward to the Council a recommendation for the exempt 
position. Within ten Council meeting days from receipt of 
the recommendation, the Council may by two-thirds vote 
disapprove the Mayor’s recommendation for the 
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exemption. If the Council does not act on the 
recommendation within the specified tithe period, the 
recommendation shall be deemed approved. 

(2) No person may be employed under this subsection if he or 
she has served in an exempt position in the office of an 
elected City official in the prior two years unlesshe or she 
meets the professional experience requirements established 

.. for (he position. V ' 

(3) Persons who have been exempted or' who have been 
appointed to an exempt position'prior to the effective date 

. of this Charter, shall retain, their exemption: Exemptions 
under this subsection shall be prospective and shall be 
made only at the time of filling a vacant position. 

(d) Positions Approved by Council. In addition to the exempt 
positions created in subsections (a), (b) and (c)of this section, any 
of the following may be exempted from the provisions of this 
Article upon therequest of the head of the department or office in 
which thdy'are employed, by order of the Board of Civil Service 
Commissioners, approved by the Council by resolution: 

‘ positions of unskilled laborers, including drivers; 

(2) positions for workers; mechanics oir craftspersons 
(including crew leaders) employed exclusively in that 
position on the construction of public works, 

> improvements of buildings; 

(3) : ! any position requiring the services of one individual for not 

; more than half time arid paying a salary not to exceed 

three-fourths of the monthly rate established by the salary 
fixing authority of the department, division or-'bffice for 
entcfingdevel clerical positions; 

(4) gratit-funded positions for a term of no more than two 
years which, by application of the procedures described in 
this subsection, may be extended for one additional year 

” for a maximum exemption period Of three years. 

Any exemption made under the provisions of (1) through (4) may 
be terminated at any time by resolution of the Board of Civil 
Service Commissioners. 

(e) Ledve : of Absence from Civil Service. Each person 

exempted or appointed to an exempt position under this Section 
shall, diiring'the period of exempt employment; be considered as 
being Oh leave of absence from the classified civil service if at the 
time of exemption he or she holds a position in the classified civil 
service, or is entitled to hold a position therein, and shall Continue, 
during such period, to accrue seniority credit the sairife as though 
serving in such position. " “ 

Sec. 1002. Employees of Acquired Public Utility. 

All persons employed in the operating service of any public 
utility, acquired, by the City, who have been so employed for at 
least one year immediately prior to the date of the acquisition, 
may be employed by the City in their respective positions to the 
extent practicable, and, so long as continuously so employed by 
the Ci(y, shall be exempt from the civil service provisions of this 
Charter. . , 

Sec. 1003. Classification of Positions. 

■ The. Board of Civil Service Commissioners shall -establish 
classes for all positions of employment. The positions classified 
by the board shall constitute the classified civil service of the City, 
and no appointment to any of these positions shall be made except 


in accordance with the rules adopted by the board under the 
authority of this Article (the civil service rules). 

Each class shall be given an appropriate title and shall include 
all positions sufficiently similar in respect to duties and 
responsibilities and that have the same requirements as to 
education, experience, knowledge and ability; the same tests of 
fitness; mid to which the same schedule of compensation may 
apply with fairness. 

Sec. 1004. Civil Service Rules. 

The board shall promulgate civil service rules to carry out the 
purposes of this Article in accordance with applicable .law_ All 
rules and any changes to those rules shall be made in writing. The 
board shall give notice by publication in some daily newspaper 
circulated in the City of Los Angeles of the place or places where 
the rules may be obtained, and the date, not less than 30 days 4 after 
the date of publication, when the rules shall go into effect. The 
civil service rules shall provide for, among other subjects, 
examinations, leaves of absence, transfers,' temporary 
appointments, disciplinary hearings, layoffs, and procedures for 
the revieW and appeal of determinations by the general manager 
of the Personnel Department with respect to the Civil; service 
provisions of the Charter. 

Sec. 1005. Examinations. 

All applicants for positions in.the classified civil service shall 
be subject to examination, which shall be public, compelitive.and 
open to all, with specified limitations as to experience and moral 
character. Examinations shall be practical, and shall relate to 
those matters that will fairly test the relative capacity of the 
persons examined to discharge the duties of the position to which 
they seek to be appointed and, when appropriate, shall include, or 
exclusively conSist of, tests of physical qualifications; and manual 
skill: No limitation or 1 Restriction whatsoever shall be imposed, 
excepting to the extent permitted by applicable state or federal 
law in the departments of fire and police, fixing a maximum age 
in excess of which persons shall be deprived from taking 
examinations for or being employed in the classified civil service. 
The provisions-of Section 104 (i) regarding discrimination on the 
basis of age shall not prohibit fixing a maximum age in the 
departments of fire and police if otherwise authorized by this 
section. 

Sec. 1006. Credit for Military Service. 

(a) Subject to the conditions set forth in this section, in all 
original examinations, the Board of Civil Service Commissioners 
shall, in addition to all other credits, give a credit of five percent 
of the total credits specified for an examination to all persons who 
receive a passing score on the examination and who have served 
in the armed forces of the United States during time of war or 
armed insurrection, or during any time when the United States is 
engaged in active military operations against any foreign power, 
whether or not war has been formally declared, or when the 
United States is assisting the United Islations in actions involving 
the use of armed forces to restore international peace arid security 
(Military Service), if such persons are honorably discharged from 
active service even if they remain in the military reserve. 

(b) The five percent (5%) credit shall be granted for a period of 
five years from the date of release from active Military Service of 
an eligible person or five years from the date the person becomes 
available for employment. A person shall be deemed unavailable 
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(3) Administrative Expenses. At the discretion of the City 
Council, the administrative expenses of the System. 

(b) General Obligation of the City. The obligation to pay 
benefits of LACERS shall be a general obligation of the City of 
Los Angeles. 

Sec. 1162. Contribution of Members. 

(a) Contribution Required. Each Member shall contribute to 
the System by salary deduction at the rate of contribution 
established by ordinance, i 

(b) Member Accounts. The Board of Administration shall 
maintain an individual account of the. contributions made by or 
for each Member. Regular interest shall be credited to the 
individual accounts as of the last day of each month equal to the 
yield of the five year Treasury Note as determined by the board. 

(c) Payroll Deduction. Each Member shall be deemed to 
consent and agree to each deduction made as provided for in this 
.section and the payment of each payroll check to a Member shall 
be a full and complete discharge and acquittance of all claims and 
demands whatever for the services, rendered by each Member 
during the period coyered by the payroll, except any claims that 
die Member has to the benefits provided for in this Part 1. 

(d) Refund of Contributions. The right of each and every 

Member to be paid his or her accumulated contributions in the 
event of any subsequent repeal of this Part 1 is hereby declared to 
be a vested property right of each Member. Furthermore, the right 
qf; each and.every Member to be paid his or her accumulated 
contributions upon his or her separation from the City service and 
the right of each and every beneficiary to be paid the Member’s 
acbiimUlated contributions upon the Member’s death before 
retirement or Ms or her Unused contributions upon the Member’s 
death after retirement are hereby declared to be vested property 
rights of each Member or Beneficiary. _ 

/Sec. 1164. .Employment by the City of a Retired Member of^v 

(theS^stequ-____-_ '.V_ ' 

^taXProhibition. No person who shall have been retired from 
the service and employment of the City pursuant to the provisions 
of this System shall thereafter be paid for any service rendered as 
an officer or employee of the City, except for service rendered as 
an election officer, as aii officer elected by (he electors of the City, 
or as a Retired Member of the Board of Administration. 

(b) Exception for Temporary Service. The Mayor may, at the 
bequest of the appointing authority, authorize employment of a 
Retired Member to a vacant position in a class in which he or she 
has been employed Of, subject to the civil Service provisions of 
the Charter, in any other position, for a period not to exceed 90 
days in any fiscal year when Such Member’s services are required 
for an emergency Or to prevent a stoppage of public business or 
when his or her special skills are needed to perform work of a 
limited duration. While so employed; the Retired Member will 
continue to receive his or her retirement allowance as a Retired 
Member, but will make no further contribution to the System, and 
will not be subject to any change in benefits from the System as 
the result of the employment. 

' •(c) Exception for Board Fees arid Employment as Election 
Employee. Notwithstanding any other provision of this section, 
no Retired Member appointed to a board of commissioners 
established by the Charter or by ordinance, shall be barred by 
reason of retirement from receiving the attendance fee provided 
for the members of the board, nor shall any Retired Member be 


barred by reason of retirement from receiving compensation for 
serving not more than 120 days in any calendar year as a 
temporary election employee exempted from the classified civil 
service of the City pursuant to the provisions of Section 1001‘of 
the Charter. No Retired Member receiving compensation 
described in this subsection shall be considered as an active 
member of this System for any purpose. 

Sec. 1166. Authority to Administer Other Retirement Plans. 

(a) Council. Authorization. The Council may by ordinance 
adopted in accordance with Section 1168 authorize-the Board of 
Administration to administer retirement plans for employees of 
the City who are not Members of the LACERS, or as .a plan 
supplemental to any other pension or retirement plan established 
under the Charter or by ordinance. This plan or supplement shall 
be separate arid distinct from LACERS and not subject to the 
definitions, conditions of entitlement or requirements applicable 
to LACERS. 

(b) Fund. A separate fund administered by the Board of 
Administration of LACERS shall be created and established for 
the payment of administration expenses and benefits of ariy pian 
enacted under subsection (a). The source of fundirig for ariy such 
plan shall be determined by ordinance except that no assets of the 
LACERS Fund shall be available for such purpose. Tdbhe extent 
that the board is entrusted with investment responsibilities for 
such plans, the board shall be responsible for the investimerit of 
such funds in accordance with the standards that apply to the 
LACERS. 

Sec. 1168. Establishment of Benefits by Ordinance. 

(a) Procedure for Adoption of Benefits. Ordinances adopted 
pursuant to this section must be approved by not less than two- 
thirds of the Council, subject to the/veto of the Mayor and 
override by Council by three-fourths of. Council. No, such 
ordinance may be finally adopted by the Council; until the 
expiration of at least 30 days after its first presentation jo the 
Council, nor until after a public hearing has been held. , 

(b) Limitation on Council Authority to Increase or Modify 
Benefits. The Council may, by an ordinance adopted pursuant to 
the requirements contained in subsection (a) modify or add to the 
benefits set forth in the Administrative Code or change cbridijioris 
of entitlement. However, the Council may not increase or modify 
benefits if doing so would violate limitations imposed by federal 
or state law. As a further condition to, the final adoption of benefit 
modifications, it shall be required that the Council be advised in 
writing by an enrolled actuary as to the cost of benefit increases. 

Any ordinance , adopted pursuant to this section shall go into 
effect upon publication, but the Council may provide that the 
terms of the ordinance, t or portions of it, shall be operative at a 
later date or dates. Ordinances adopted pursuant to this section 
shall be codified in the Los Angeles Administrative Code. 

An allowance which becomes effective after the publication of 
an ordinance adopted pursuant to this section but prior to the 
operative date shall be modified or increased only from arid after 
the operative date of the providing Ordinance. 

Sec. 1170. Benefits Not Assignable. 

The right of every Member and of every Beneficiary to recCiVe 
and be paid any money under any of the provisions of the 
LACERS is a right personal to the Member or Beneficiary which 
cannot be assigned to any other person, in any manner or for any 
purpose, the intent being that payments shall in all cases be made 
directly to the Member or Beneficiary. 
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How a Proposal Becomes Law 
(Legislative Steps) 


Kev to Graphic 


Step 1: 
Step 2: 

Step 3: 

Step 4: 

Step 5: 


Step 6: 


A proposal is introduced to the City Council by: (1) a Council motion; (2) 
an elected City officer report; or (3) a City department or agency report. 

The proposal is referred by the Council President to one or more Council 
sub-committees for examination/analysis. At this time, the proposal is 
assigned a unique “Council file number” (e.g. 06-1223) in order to easily 
identify and track the proposal through the City’s legislative processes. (In 
some cases, a procedural or routine motion may be placed on the next 
available Council agenda for quick action.) 

The Committee places the proposal on its agenda. At the Committee 
meeting, the Committee examines the proposal and may request 
supplemental department staff reports and/or hear expert testimony. The 
public is also given the opportunity to testify at Committee meetings. The 
Committee process ends with the preparation of a Committee report, 
listing its particular recommendations on the proposal for the full Council’s 
consideration. 

The Committee report is placed on a Council agenda. The Council may 
debate the merits of the Committee report recommendations (proposal) 
and then vote on the recommendations. The Council may approve, 
disapprove or modify the Committee’s recommendations. Occasionally, 
the Council may direct that a matter be sent back to Committee for further 
study. 

a. Once Council votes to take an action to approve, disapprove or modify 
the Committee report’s recommendations, this ends the legislative 
process for most proposals. 

b. Some Council actions are “subject to the approval of the Mayor” (i.e., 
ordinances, fund transfers, etc.). After Council acts, the matter is sent 
to the Mayor. The Mayor may approve or disapprove the Council’s 
action. 

(1) A Mayoral approval ends the legislative process. 

(2) If the Mayor disapproves, the matter is returned to Council 
along with a notation explaining the reason(s) for 
disapproval. The Cit Council may vote to override the 
Mayor’s disapproval with a super majority vote, or the 
Mayor’s disapproval stands. 

The City Clerk prepares an official record of the Council’s/Mayor’s 
actions. A notification letter is prepared and distributed to interested 
persons, departments and organizations listing the City’s official actions 
with respect to the proposal. Electronic versions are stored on the City’s 
website allowing for immediate retrieval. 
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Citizen Initiated Leoi/iation 
(Petition Proce/t) 


Any proposed ordinance, which the City Council itself might adopt, may also be 

submitted to the Council by a citizen petition. This is called an “initiative petition.” 

1. Citizens draft a petition that articulates their proposed city ordinance. The 
proposed ordinance can only be related to issues over which the City has 
jurisdiction. Special rules govern how such a petition must be written and 
structured. Therefore, any group or individual citizen wishing to pursue this 
initiative petition strategy needs to check with the City Clerk's office for 
information. 

2. A draft of the full, proposed ordinance must be submitted to the City Clerk first. 
The City Attorney then prepares the official title and summary of the proposed 
ordinance for uniform identification. Signatures in support of the petition are 
gathered. To qualify for presentation to the Council, the petition must be signed 
by registered voters of the City in an amount equal to 15% of the total number of 
votes cast for all candidates for the office of Mayor in the last general municipal 
election. 

3. The petition is filed with the City Clerk. All signatures must have been collected 
within a period of 120 days before filing. The Clerk verifies the signatures. 

4. The petition is sent to the full Council. The Council can then (a) vote to adopt the 
petition, with no changes, as a new city ordinance or (b) place the petition before 
City voters in a special election or at the next regular election. 
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L Introduction 


Budgeting is one of the most important administrative activities that a City of Los 
Angeles analyst can do. It seems that every analyst wants to get budgeting experience so 
that they can promote. Yet to many, budgeting is a mystery. How do they come up with 
those numbers and who’s responsible, the Mayor or council? What is a special fund, a 
general fund, a Blue Book, a Brown Book? Why is the CAO so involved? 

Today we hope to de-mystify the budget process a little and give you a basic 
understanding of the whole budgeting process. This class is not really a substitute for 
budget experience but it should make you more familiar with the process and help speed 
you along the road to preparing your own department’s budget. 


Instructor Background 

Larry Williams is a Chief Management Analyst with the Bureau of Contract 
Administration and manages the administrative services division which among other 
things prepares the Bureau’s budget. He has been responsible for submitting sixteen 
departmental budget proposals during his City career and has worked in budget 
preparation and analysis in four different City departments including Public Works, 
Telecommunications, DWP and Airports. He has a BA in Political Science from Cal 
State Fullerton and an MPA from Cal State Long Beach. 


Applicability 

This class covers the budgeting process for Council controlled departments. Budgeting is 
done differently in departments of Airports, Water and Power, Harbor, LACERS and 
Pensions. Those organizations’ budgets do not go to Council for approval. 
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R Theory of Budgeting or Why 
do we do budgets? 

1. The Budget is a Plan. 

This is the Mayor and council’s way of deciding what they will 
accomplish in the coming year. Government agencies are responsible for 
providing many different services to the public. Elected officials always 
want to improve the quality of life of their constituents; however, there is 
never enough money to implement all of the improvements or programs 
that the voters and politicians propose. The budgeting process is where 
we try to reconcile the needs and wants of the elected officials, voters and 
City staff, with the available revenues. 

2. The Budget is an efficiency measure. 

Analysts look at City operations and try to make them operate more 
efficiently and effectively by taking a close look at the work that is 
actually done to see if the expenditures match the work output. The 
budget causes us to ask the hard questions about why we do what we do, 
or what is the real benefit of a program or what would happen if we quit 
doing something? 

3. The Budget is an orderly process to look at both revenue and expenditure. 

Most people thi nk of budgets as how much you have to spend, but that is 
only half of the story. The other half of the story is how much money is 
the City bringing in. Each year, the City hires economists from a 
university like UCLA and one of the major local banks. They present to 
the City Council an economic forecast of local business conditions to help 
predict the City’s tax revenues. The level of revenue very much drives the 
budgeting process. 

So, the budget is both an expenditure plan and a revenue plan. 
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HL What kind of budgeting do 
we do ? 


There are three types of budgets that are incorporated into the City of Los Angeles 
budget. Putting them together, the City calls its system a modified program budget. The 
three types of budgets are: 

a) Line item - 

This lists all expenditures by account. A line item budget includes such 
things as salaries, travel, equipment etc. It is very straight forward and 
clearly states what we are going to spend. The problem is that line item 
budgets don’t say what we are going to accomplish. This is better done 
through a program budget. 

b) Program - 

Programs divide a department’s workload into broad categories so that we 
can tell what is going to be accomplished this year. Some sample 
programs would be: 

Wastewater collection 
Fire Suppression and Control 
Street Reconstruction 

General Administration and Support Program 

(Every department has this program and it is 
appropriately called “GASP”) 

c) Zero Based - 

This is a budgeting system that attempts to prioritize all services and 
service levels in the City, then compares the prioritized list with the 
available revenues and simply funds those packages that are covered by 
the available revenues. Those packages that are beyond the revenue level 
are simply not funded. 

The Request Reduction Packages in the City budget are derived from the 
decision packages in Zero Based Budgeting. 

In City budget discussions, people often state that we zero based that 
account or that item. This simply means that we started from zero as 
opposed to showing changes from the prior year. This shouldn’t be 
confused with Zero Based Budgeting as a formal budgeting method. 
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Modified Program Budget 


What we call ours when we mix all the budgeting systems together. 


W. The Budge ting Pmc e ss: 

There are many ways to prepare a departmental budget. The steps below cover the basic 
activities that need to be carried out as well as the general order in which they are 
accomplished. These activities are not necessarily done in this exact order and not 
necessarily done one at a time. In your own department, it is best to review last year’s 
budget sub mi ttal to the Mayor’s office and use that as a guide. The months listed noted 
below give a timeline that is usually followed, but for other than the charter imposed 
dates, the months listed are approximate. 

1. Review the Mayor’s budget letter and Mayoral priorities. (August) 

2. Attend the Mayor/CAO technical budget workshop. This is where the Mayor and 
CAO talk about plans for the budget preparation process and any changes in the 
process from the prior year. (September) 

3. Prepare Alteration and Improvement (A&I) requests and Communication Services 
Requests (CSR). These budget requests are usually due well in advance of the 
regular budget submissions so that the department that actually does the work 
(GSD and IT A) will have time to put the project in their own budget. (August) 

4. Review operations and determine current expenditure levels. Make sure you have 
an understanding of your department’s plans, operations, financing and budgetary 
shortfalls. (August) 

5. The executive with the help of the management team establishes goals and 
priorities for the coming year. These goals must be centered on the Mayor’s 
priorities as outlined in the Mayor’s budget letter. (August) 

6. Issue the Department budget letter which includes both the department’s own 
goals and priorities for the coming fiscal year as well as instructions to the 
divisions about what is required for budget preparation. (August) 

7. Analyze revenue for the coming year and make a preliminary estimate of program 
year revenue amounts. (August) 
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8. Receive division budget requests and compile them in a department wide 
package. (August) 

9. Hold departmental budget hearings to discuss division budget requests. (August) 

• The chief administrative officer (general manager or director) is 
presiding at these hearings. 

• Division chiefs present and defend their division budget requests 

• The chief administrative officer then makes his final determination about 
what the department is going to request. 

10. Set up your department budget preparation schedule. This includes assigning 
who on staff will prepare which parts of the budget. (August) 

11. Prepare the formal departmental budget request. (September - October) 

12. Submit departmental budget request to all relevant parties by the official budget 
submittal deadline, (early November) 

13. Respond to questions from the Mayor and CAO about your budget submittal. 

(mid November through March) 

15. The Mayor’s office budget team asks follow up questions to which departments 
respond. (January - February) 

16. Controller submits its estimate of revenue to be collected in the current and next 
Fiscal year by March 1 st ' 

17. CAO and Mayor compile the formal proposed budget. (February - March) 

18. The Mayor submits the proposed budget to council by the charter deadline of 
April 20 th . 

19. Council holds hearings on the budget. Additional council motions are introduced 
to amend the budget. These council actions are usually at the behest of a 
department. Council has until June 1 st to submit their revised version of the 
budget. At this point, the Council can make any changes they want to the budget. 

20. The Mayor has 5 working days to veto any of the council’s changes to the budget. 
The Mayor can change budget items to any amount between what was submitted 
originally on April 20 th , and what the council submitted. 

21. The council has 5 working days to over ride the Mayor’s veto with a 2/3 vote and 
adopt the final budget. The council can change an item to anywhere between their 
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original sub mi ttal and the Mayor’s veto. At any point in this process, if the 
Mayor or council fails to act, the budget becomes official. 

Once the budget is adopted and sometimes a little before, the departments must 
submit two items. 

a) The Expenditure Program which shows how the budgeted amounts will be 
spent by month. The purpose of the Expenditure program is to make sure 
that budgetary funds are not all spent in the first few months of the year. 
(June) 

b) The final organizational chart which is approved by the administrative 
head of the department whether that be the general manager or the board, 
(late July) 


Budget Preparation Details or 
How do you actually “do the 
budget?” 


The following items should be included in your departmental Budget plan. They 
are listed in the order that the Department of Public Works submits its budgets. 
Your department may vary but this is a pretty good logical order: 

Executive Summary 

This is generally about a two page letter to the Mayor from the Chief 
Administrative Officer outlining what the department is requesting this 
year and why. The Executive Summary should be well written but should 
be an overview of what the budget package contains and the basic 
compelling reasons that the department is requesting it. Some 
departments turn the executive summary into a mini budget request 
package; however the purpose of an executive summary is to quickly give 
an overview of the department’s plans, without the need to spend an 
inordinate amount of time reading it. Imagine that you are Mayor 
Villaraigosa and want to quickly get a handle on what the department is 
requesting. Remember, there are over 40 city departments submitting 


Page 8 of 17 


The Budgeting Process 


2/14/2008 4:35 PM 


these budgets. What would you rather look at, 40x2=80 pages of 
executive summary or 40x11=440 pages of executive summary? 


Budget Request - Package ranking a.k.a .CAO 696 

The CAO 696 can be included in the Executive Summary. It starts with 
the current year budget then identifies the effects of obligatory changes on 
your budget such as compensation adjustments, change in number of work 
days, salary and step increases, then adds each of the new budget request 
packages that you are proposing in your budget submittal. 


Mayoral Reports 

These are special reports that the Mayor might ask for in the budget letter. 
They are different every year. Past Mayoral reports have included things 
like managed attrition positions, fees for special services information, 
vacancy rates, ten year history of expenses and personnel, (CAO has a 
library) and charter reform item s . 


Request Packages 

Your request packages represent the new items you are proposing in your 
budget. Each package should be complete including personnel, 
equipment, expense items, space needs etc. Requests should be arranged 
into logical groupings of all the things that you are proposing in your 
budget. For example, one package might be a new human services 
program with an office, staff, computers etc., one might be your fleet 
replacements, one package might be overtime increases, one might be a 
new facility, or one might be a series of new code books. There should 
generally be between 5 and 12 request packages depending on the size of 
your department. 20 to 30 packages will be too many and the Mayor and 
CAO will only consider the highest priority packages. 

Your request package is where you justify your new budgetary program. 


Reduction Packages 

These are the same as request packages except that you are proposing to 
reduce expenditures in some areas. You might simply reduce 
expenditures that will end up in another request package, you might 
reduce expenditures due to an efficiency you have implemented, a 
program that is no longer relevant, or the Mayor may have simply told you 
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to reduce expenditures in a certain area and the reduction package is where 
you reflect this. 


Revenue Estimates 

This is an outline of proposed and projected revenues from all of your 
revenue sources. Nearly every department, if not all City departments, 
receives revenue of one sort or another. Normally, your proposed 
budgetary program should be supported by your revenues. 


Organization Chart 

The Organizational Chart should show all department positions including 
the new ones that you are proposing. The positions should include the 
class title and class code. Many departments will include the names of the 
incumbents in the positions, at least for the higher level positions. Pay 
close attention to reporting relationships. The first page of an org chart 
should give an overview of the organization. Subsequent pages can give 
the detail of each of the divisions. The last page of an org chart should 
include a list of all positions by class code and title. Most City 
departments have long since established their org charts. Your role as a 
budget analyst is to incorporate changes. The City began requiring a 
standard Organizational Chart software program “Org Plus” for FY 2004- 
2005. This can be downloaded off the city intranet at no cost. 


Personnel needs 

One of the first steps in budget preparation is to determine your 
department’s labor costs. The CAO sends departments the Wages & 
Count form which determines salary levels and step placement for the 
program year. It also incorporates planned cost of living increases or non 
increases. All position request justifications will go here. Include a 
position description as well as a draft class specification if you are 
proposing to create a new civil service class. 

When you request a new position, two things must happen. First 
Personnel Department Classification Division must determine the 
appropriate civil service class for the job, and then the CAO must 
determine the appropriate level within the civil service class. Once a new 
position is approved in the budget, the Civil Service commission must 
allocate the position to the department. This process might not be 
completed by the beginning of the fiscal year. 
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Accounts used: 


1010 Salaries General 
1090 Salaries Overtime 


Expense 

This is where you justify any changes in your expense account areas. The 
expense accounts are where the funds actually reside when you receive 
your budgetary allocation. Typical department expense accounts are listed 
below. 


Typical accounts used: 

2120 Printing and Binding - This is for all departmental printing needs, 
except for copier rental which is paid for out of account 3040 
(contractual services). 

2130 Traveling Expense - This is for approved City employee travel. 
Travel is proposed on CAO Form 18. This form will have each 
proposed trip listed with the prior fiscal year’s actual travel, the 
current fiscal year’s travel that was previously adopted and the 
proposed travel for the program year. When costing out a trip for 
budgetary purposes and for creating a travel authority, use the 
travel allowances - airfare and per diem Table from the CAO 
budget manual. This lists the per diem amounts for the program 
year as well as the index amount for each major city in the United 
States. 

To calculate the travel authority amount, take the per diem amount 
for the fiscal year and multiply it by the per diem index, this gives 
you the amount of per diem per day. To this you add air fare, en- 
route per diem, rental car expense and conference or meeting 
registration fees. This gives you the total amount of the travel 
authority. 

Travel is a highly political topic and is carefully scrutinized by the 
CAO, Mayor and council. At this time, the City approves very 
little travel. Often a department will have to transfer money from 
salary savings with the approval of the CAO to the travel account 
to travel for the City. 
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When you cost out a trip, use Table II in CAO budget manual for 
the per diem amounts and regional cost factors. Include the 
following five items: 

Transportation, usually airfare, rate comes from the internet 
travel web sites 

Conference or class registration if any 

Per Diem en-route: taxi, bus etc. expense getting you there 

Per Diem at destination, calculated by taking the base per 
diem x the per diem index of the city that you are 
traveling to. Per diem at destination includes hotel, 
food and most miscellaneous expenses. 

Rental car if approved 

These items are all added up and the total becomes the travel 
authority amount. 


3040 Contractual Services - This is for formal contracts put in place by 
the department or by General Services. Any proposed contracts 
should be identified and discussed. 

3310 Transportation - This includes things like mileage and parking 
expense as well as dash ticket coupons for employees. 

4160 Governmental Meetings - These are expenses related to meetings 
which are held for departmental purposes. Normally, the meeting 
must include a majority of non-City employees to be eligible for 
funding. 

6010 Office & Admin Expense - These are expenses for the 

administrative operations of the department. Examples include 
training expense, dues and subscriptions, engineering supplies, 
pages, cell phones, advertising, office supplies, etc. 

6020 Operating Supplies and Expense - This is for specialty expenses to 
do the department’s own unique work, such as tools, photographic 
supplies, lab chemicals, supplies for landscaping etc. 

Equipment 

You must itemize all requested equipment items and give a justification 
for them. Anything that is not equipment is considered expense and is 
generally not listed individually. Equipment that is approved in the budget 
will be on an official equipment list that will appear in the budget book 
“Supplemental Schedules.” All equipment purchases during the year 
should be from the official equipment list. 
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Typical accounts used 

7300 Equipment - Generally defined as equipment with a three year life 
span and a cost of at least $5,000. 


Special 


This is primarily for special projects that your department will undertake 
that are budgeted in another department. The main types of expenses 
under special are: 

Alteration and Improvements (A&I’s) 

These services are completed by the Department of General 
Services and submitted on form CAO 42. This request is 
listed in the Form 696 package ranking. You need not do a 
cost estimate on this service, just submit the form with the 
justification. 

Communications Service Requirements (CSR’s) 

This is for new communications services or major 
communications services changes. Examples would 
include new phone systems or voice mail systems, security 
systems, major data lines etc. Small CSR’s such as 
telephone moves and changes are not submitted in the 
budget process but are handled during the year with a 
budget that departments get for those requests. 

Information Technology Requests: 

These are generally requests for major new computer 
systems, not simply PC replacement. These requests must 
be justified showing cost savings or revenue enhancement. 
The IT requests are reviewed by the CAO Systems and 
Special Studies Group. 

Transportation Service Requirements: 

These are requests for new vehicles, retention of salavage 
vehicles and vehicle maintenances, all of which are 
managed by a department. Routine replacement of pool or 
fleet vehicles will be done by General Services. 
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VLBudge tpreparation 
principle s 

The budget packages should clearly justify any new requests based on objective 
indicators that show numerically why the new items are needed. Justifications 
need to be clear and succinct but provide a rationale for why this new request is 
critical. Requests should support the Mayor’s budget priorities. In developing a 
budget justification, the analyst should consider how this justification would look 
to the elected officials. Do they care about this program? What will the 
constituents thi nk of it? Does it make the council look good? 

The numbers in your budget package should add up. There should be no math or 
English errors. It makes the department look bad. 

Normally the budget request packages are designed to show the changes from the 
prior year. There are a few areas where the entire expense amount is justified 
each year. They are: 


We are always working on three budgets at any one time 

a) Prior Year - History 

b) Current Year - Monitoring 

c) Next year’s proposed budget also known as the “Program Year” 
How to get your budget items approved: 


Politics: 

Council & Board sponsors, coordinating departments, 
funding source. 

Priority: 

Directly meets a mayor’s goal 

Persuasive: 

Arguments are clear and on point. Benchmarking to other 
agencies helps you make your argument. 

Pretty: 

The overall package is very compelling 

Plainly Objective: 

Benefits are outlined quantitatively. 

Funding Source: 

Where is the money coming from? Special funds are 
usually easier to justify than the general fund. 
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VO. Formal Budge t Documents 

There are seven formal printed budget documents. Six are released by the Mayor on or 
before April 20 th and the final one is released some time in the fall. The titles and 
descriptions of these books are below. These budgets are all available on the City’s 
intranet insidela 


Budget for the Fiscal Year 

The Mayor’s Budget message to the City Council 
Each department’s proposed budget by expense account 
Revenue Estimates 

Consolidated Functional Distribution - This is the one place where the entire 
City’s budget including all the proprietary departments is combined into one total. 


Detail of Department Programs with Financial Summaries 

This book includes detailed descriptions of each department’s proposed budget. 
The descriptions are divided up by departmental program 


Detail of Positions and Salaries and Explanation of Recommended Changes in 
Personnel 

This book lists all positions and salaries in the City by department and by Civil 
Service Class. Also included is the detail of changes in personnel authority by 
department. 


Supplemental Schedules 

This includes the proposed expenditures in the following areas: 
Communications Services 
Travel 

Contractual Services 

Alterations and Improvement Projects 

Fleet Vehicles 


Revenue Outlook 

This outlines all revenues and fees the City expects to collect during the budget 
year. 
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Budget Summary 

This document is designed for the general public to help them get an over all 
picture of the proposed budget. This is also the only place where you can find the 
Mayor’s goals 


Neighborhood Council Budget Summary 

New for 2004-2005, this document lists the priorities of the eight neighborhood 
council regions as well as information about each neighborhood council. It is the 
Mayor’s attempt to include the neighborhood councils in the City’s budget 
process. It also has an explanation of the City’s priority based budgeting 
program. 


“Budget” as submitted by Mayor James K. Hahn, Modified and Adopted by the Council 

While all other budget books are proposed, this one is the official final adopted 
one. This books shows changes made by the council to the Mayor’s original 
budget submittal but does not have the detail of the other six budget books. 

During the year, when a department refers to a budget book it is usually one of the 
other ones because the detail in those books usually doesn’t change much from 
the time they are originally issued. 


VRL ONGOING BUDGETARY 
ACTIVITY 


Financial Status Report 

Departments report as required to their CAO Analyst on departmental 
expenditures. This includes projected over or under expenditures in each 
of their budgetary accounts. Generally, if the variation is more than 2-5% 
or $100,000 or more, departments must explain the variation 


Monthly Employment Level Report 
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This report outlines department staffing levels and changes as well as a list 
of all vacancies. 


Fees for Special Services 

Each year departments are required to review all of the fees that they are 
charging for their various services. This includes costing out the service, 
identifying the current fees charged and recommendations to council for 
any change in the fees or fee structure. 


Transferring Funds between Accounting Periods 

Since departments are given their budgetary funds by month as opposed to 
all at the beginning of the year, a department will sometimes have a need 
to transfer funds from one month to another to meet payroll or to make a 
purchase at a different time of the year than planned. These transfers are 
done with an “AT” document and approved by the CAO analyst. 


Transferring Funds between Accounts 

A department might decide that they would like to make a purchase or 
expend an amount greater than what was already budgeted in one of their 
expense accounts. This can be accomplished with an “AT” document 
which needs CAO analyst approval. The maximum amount that a 
department can transfer between accounts with CAO approval for FY 
2006-2007 is $43,093. 


Transferring Funds between departments 

Sometimes a department will need services from another department 
during the fiscal year. If this need was not anticipated or planned in the 
budget process, the department can go to council to have a transfer 
approved. 
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Cl TY OF LOS ANGELES 


THE CITY BUDGET 


Total City Budget - $17.2 Billion 


General City Budget - $6.8 billion 


> Recreation and Parks 

> Bureau of Sanitation 

. Bureau of Street Services 

> Propositions A and C 

> Other Departments and Special Funds 

■ Proprietary Departments - $9.6 billion 



■ Grants (Federal and State) - $0.8 billion 


What is a Budget? 


A budget is a plan that is developed 
to accomplish a work program 






I 


Gty’s Budget System 


The City’s budget system is designed to 
allocate resources to meet the needs of 
our citizens for public services. 


Our budget system presents these needs 
in terms of programs and services. 




Budget Principles 


Single year budget funding for 
operations and capital projects 
Multi-year planning for capital 
projects 

City’s budget system is a 
continuous flow of planning, 
decision making, 
accomplishment and control. 







Budget Timeline 


Mayor’s Budget Policy and Priorities (August/Sep 
Budget Calendar and Budget Manual (August/Ss 
Departments identify goals and their prepare t 
requests (August-Nov.) 

Budget requests are due to the Mayor and CAi 
GAO review and recommendations provided tc 
(Dec. - March) 

Departmental budget meetings with the Mayoi 
Office (February) 

Monitor and forecast revenue - (January - Marct 
Mayor’s funding decisions (February - March) 
Mayor releases the Proposed Budget by April; 
(Charter deadline) 



2007-08 Budget Priorities 












4 










General Fund Revenue 


Comprises approximately 65% of General City Budget 
■ Economically sensitive revenues 


License, Permits, Fees and Ri 
Water & Power transfers 
Others 


General Fund Revenue - $4.44 Billion 




Expenditure Categories 


The City’s budget is broken down into 
expenditure (functions) categories 

■ Community Safety (Police, Fire) 

■ Home and Community Environment (wastewater 
treatment, refuse collection) 

■ Transportation (street maintenance, transit 
operations) 

■ Cultural, Educational and Recreational Services 
(libraries, parks) 

■ Human Resources, Economic Assistance and 
Development (senior services, grant programs) 

• General Administration and Support 
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Budget Documentation 


■ Budget Summary 

■ Proposed Budget 

■ Detail of Department Programs with Financial 
Summaries (Blue Book) 

■ Detail of Positions and Salaries / Explanation 
of Recommended Changes in Personnel 
(Brown Book) 

■ Revenue Outlook 


■ Supplemental Schedules 

■ Neighborhood Council Budget Summary 
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Council Review and Approval 


Mayor releases the Proposed Budget by April 20 (City 
Charter deadline) 


Budget and Rnance Committee reviews the Proposed 
Budget and provides an opportunity for public comment 
City Council has until June 1 to adopt or modify the 
Mayor’s Proposed Budget 
Mayor has 5 working days to approve or veto City 
Council changes 


5 working days to override the Mayor’s 
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Budget Administration 


Proactive budget management 
Preparation of monthly financial status reports 
Revenue and expenditure updates 
Preparation of five-year forecast 
Budget Adjustments or Reductions 

■ Hiring Freeze 

■ Transferring appropriations from departments 


Budget administration is a ongoing process of 
planning, decision making, modifying and 
adapting 
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Office of the 

City Administrative Officer 


Functions of the Office 

• Report to the Mayor and Council on the City's financial 
condition 

■ Assist the Mayor and Council in the budget preparation 

• Develop work programs for budget purposes 

■ Ran and direct a system of budget administration for 
proper expenditure of funds 

■ Provide objective analysis of various issues concerning 
the City 

■ Conduct research on City management and organization 

■ Represent management in labor-management 
negotiations and other issues 
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City’s Financial Condition 


The CAO prepares monthly financial status 
reports 

■ Revenue projections 

■ Expenditure projections 

■ Other financial information that affects the budget 
• Provide recommendations to resolve budgetary 

problems 

■ Prepare a five-year revenue and expenditure 
forecast 
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Research and Analysis 


The Mayor and Council request analysis and 
recommendations on various programs or 
services 


■ Conduct research on best practices by other 
governmental agencies 

■ Review contracts, leases, fee for services, 

special studies, etc. ffi 

■ Recommend sound financial policies 


m 







| City Org anization 

■ Review the City’s organizational 
structure 

■ Consolidation of programs or services 

■ Delivery of City services 

■ Management review 



Labor Management 


■ Research and prepare employee salary 
surveys 

■ Negotiate employee union agreements 
• Currently 40 bargaining units 

■ Conduct employee benefit studies 

■ Research retirement/pension issues 

■ Establish and approve pay grade requests 


Budget Assistance 


Assist in the overall budget process 
Research various budgeting methods 

■ Performance budgeting 

■ Program budgeting 

■ Priority-based Budgeting 

Work with departments to develop work 
programs and other budget standards 
Produce budget documentation 
Provide assistance to the Mayor and Council 









OFFICE OF THE CITY CLERK 
Administrative Training & Development Class 


• The Office of the City Clerk is a diverse department - we have eight divisions each of which 
do very different things. I will describe each one a little later. 

• The City Clerk’s authorities and duties are laid out in both the Charter and Ad mi nistrative 
Code 

Charter sections 280 and 281: 

• City Clerk appointed and removed by the Mayor subject to confirmation by the Council. 

• Different from other GMs who are removed by Mayor only and can appeal to Council 

• Custodian of the City Seal, City ordinances, contracts and records 

• Present at each Council meeting and keeps record of its proceedings 

• Administers oaths and affirmations 

• Superintendent of elections 

Administrative Code sections 20.31 et al 

• Administer a Records Center 

• Prepare and certify payrolls and demands upon the Mayor and Council Funds 

• Expend funds of the Mayor and Council in accordance with budget appropriations 

Eight Divisions in the Office of the City Clerk 
Council and Public Services 

• Room 395, across from Mayor’s Office 

• Probably the division most likely to encounter - attend a Committee or Council, research a 
Council file, motion, ordinance, etc. 

• Provides services to the Mayor/City Council/Council Committees and other City agencies 

• 15 Standing committees of the Council and 4 Ad Hoc Committees 

• Descriptions provided (resolution in handouts) 

• Each Councilmember Chair, Vice Chair and Member 

• Keeps the minutes of all Council/Committee meetings 

• Publishes notices including ordinances 

• Documents, indexes and maintains Council files 

• Schedules/prepares Council agendas 

• Accepts claims 

• Process for reports 

• Department submits 

• Depending on type of report - to Mayor (refer to CAO) or Council (Mayor Council 
Committee Council) 

• Clerk (for President) - referred to Committee 

• Sometimes more than one committee (see list of 15) 

• Full Council 

• Mayor (Ordinances, transfers of funds, appropriations) 

• Ensures that Brown Act provisions are met. This requires that meetings and agendas for 
meetings be posted 72 hours in advance for regular meetings. For Special meetings, 24 hours 
in advance, and for emergency meetings, 1 hour in advance. Applies to Legislative bodies 
(Councils, Committees, Commissions). Does not apply to Executive branch (Mayor). 

• Attend meetings of the Council, the 15 standing committees and 4 ad hoc committees. 

• Resources 

• City intranet (CFI, Council Votes; CPS section - Your Government at a Glance - English & 
Spanish) 

• Committee agendas, etc 



Administrative Services 

• Fiscal and Personnel support to the Mayor, City Council, CLA and City Clerk 

• Administers fiscal matters for GCP - contracts 

• Trust Fund administration 

• Coordination of City BID program - 34 BIDs 

Systems Division 

• Systems, support, maintenance and development for City Clerk 

• Council File Index, Versatel system at Records, election systems 

Creative Services 

• Ornamental documents presented by Mayor/Council 

• Proclamations 

• Team of calligraphers 

• Beautiful work (examples) 

Land Records 

• Maintains ownership records of all property within the City 

• Computerized - used by departments and public to notify property owners of matters 
affecting their property interests 

• Maintain 2000 maps showing property boundaries 

Records Management 

• Comprehensive records management program (handouts) 

• Each department completes records retention and destruction schedules 

• Operates a Records Center for storage, management and referencing of inactive City records 
(greater than five years old) 

• Archives - historical records dating to 1827 

• Confidential/vital records secured 

Elections 

• Conducts municipal and other elections including those for the LAUSD, LACCD, CRA 
project area boards, CERS 

• Odd years - primary in March. General election in May. Special election any time the 
Council calls for one (fill a vacancy - ex is CD 2) 

• 10,000 people hired 

• Area covered - 850 square miles; 478 in City of Los Angeles 

• Registered voters - 1.4 million. About 141,000 voted in May 2003 election; about 600,000 
voted in June 2001 election 

• Chad - Florida - best campaign possible for this. Instead broke off the stylus 

• Ink-a-Vote 

• New Tally System 

• Early Voting - Touchscreen 

8.Executive 
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: What is the 

Department of Public Works? 

The Department of Public Works, the third largest department 
within the City of Los Angeles, is responsible for the 
construction, renovation, and operation of public facilities and 
infrastructure within the City of Los Angeles. With nearly 6,000 
employees, the Department in comprised of five bureaus: 

♦ Contract Administration 

♦ Engineering 

♦ Sanitation 

♦ Street Lighting 

♦ Street Services 



• Board of Public Works 

Commissioners 











The Board of Public Works... | 



• Oversees the Department’s 
$1 billion annual budget 

• Is the City’s only full-time, policy¬ 
making commission 

• Meets every Monday, Wednesday 
and Friday in its 3rd floor hearing 
room in downtown City Hall 


: Bureau of 

Engineering 


Designs and manages construction of public projects for streets, 
buildings, wastewater facilities, and bridges throughout the city. 
Responsible for projects, bond issues and Capital Improvement 
Projects for the city, including: 


♦ Animal shelters 

♦ Fire stations 


♦ Libraries 

♦ Stormwater 

♦ Sewer systems 

♦ Streets and other 



infrastructure 



: Bureau of 

Contract Administration 


Administers contracts and permits for public works construction 
and improvement projects, including: 



•Streets 

•Sewers 

•Bridges 


•Storm drains 
•Street lighting 
•All other public 
improvements 


The Bureau’s inspection staff ensures that construction 
throughout the City meets related standards._ 
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: Office of 

Community Beautification 


A long-term, city-wide, anti-litter, anti¬ 
graffiti program that empowers 
neighborhoods and community groups 
to take advantage of the Office of 
Community Beautification’s 
community improvement programs 
and services to beautify and maintain 
their neighborhoods. 



: The Department 

AT A GLANCE 


The Department of Public Works manages: 

s 7,300 miles of streets 
v' 220,000 streetlights 
s 700,000 trees in the urban forest 
v' 164 billion gallons of treated wastewater 
each year 

5.6 million tons or 62 percent of waste 
diverted from landfills each year 
s 200,000 tons of recyclables each year 
v 505,000 tons of green waste collected each year 


: The Department 

AT A GLANCE 


The Department of Public Works manages: 

s 6,500 miles of sewers 
v' 800 miles of alleys 

s more than 100 community beautification grants each 
year 

s 30 million square feet of graffiti removed from 
620,000 locations across the City 
^ five mulching centers across the City 
s six S.A.F.E. Centers across the City 
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HIGHLIGHTS 



eriTflth Million Trees LA 

Observatory 
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THE PERSONNEL DEPARTMENT 


CLASSI FI CAT I ON Dl VI SI ON 


Classification Division Functions 

Maintain the Classification Plan 
^ Selection 
^ Special Functions 


Maintain the Classification Plan- 

<$What is the Classification Plan? 

■ Over 40,000 City employees 

♦ Most hired under the civil service process 






Maintain the Classification Plan- 


■ What is the Classification Han? (cont.) 
♦ Positions grouped into classes 



Maintain the Classification Plan- 

<$What is the purpose of the Classification 
Plan? 

■ Han serves as the basic framework within 
in which: 

♦ Employees are recruited, hired and assigned 

♦ Wages and salaries are established and 
administered 

♦ Personnel authorities are budgeted 


Maintain the Classification Plan- 

♦ Creating new classes 

♦ Abolishing unnecessary classes 

♦ Creating and revising class specifications 

♦ Allocating and reallocating positions 

♦ Consolidating and splitting classes 

♦ Conducting class surveys 






Maintain the Classification Plan 


• Changing class titles 

• Designating positions or classes as 
Temporary Training 

• Designating positions or classes as Safety 
Sensitive 

• Designating classes as Management class 

• Investigating out-of-class complaints 


Maintain the Classification Plan 
Continued... 



Selection- 

• Establishing requirements and duty statements f 
exam bulletins 

• Reviewing appeals regarding minimum qualificat 

• Performing class level determinations 

4 Reviewing requests for exemption from the 
provisions of the Charter and Civil Service Rules 


4 Determinina which classes aualifv for limited 






Special Functions- 


• Transfers, Reversions, and Charter Section 101 
Transfers 

4 Emergency Appointments 

• Reinstatements 

4 Status and Assignment Right Determinations 
4 Layoff and Displacement Seniority Determinatii 
4 Charter Section 1022 Determinations 
4 Assisting Departments in interpreting CSC Rule 
Policies and Procedures 
4 Bargaining Unit Determinations 
4 Special Studies and Reports 


Thank You! 

Classification Division 
700 E. Temple Street, Room 320 
(213) 473-9153 





CIVIL SERVICE RULE SECTION 5.27. 
EMERGENCY APPOINTMENTS 


In order to prevent the stoppage of public business or to meet extraordinary 
exigencies, emergency appointments may be made by the appointing authority 
except that: 

a) An appointment can be made only after the General Manager has 
approved the applicant's qualifications as stated in his/her written 
application. The General Manager may waive this requirement when in 
his/her opinion an emergency occurs in the conduct of City business. 

b) All emergency appointments must be approved by the General 
Manager in order to be effective. Provided however, that if the General 
Manager tentatively determines that an appointment is not necessary 
to prevent the stoppage of public business or to meet an extraordinary 
exigency, the General Manager shall within 10 working days after 
receiving the emergency nomination present a report to the Board 
regarding the need for the emergency appointment. 

(Effective 11-1-74) 

c) If the Board determines, after a full investigation, that an emergency 
appointment is not necessary to prevent the stoppage of public 
business or to meet an extraordinary exigency, the Board may 
disapprove the emergency appointment. 

(Effective 11-1-74) 

d) No position shall be filled by an emergency appointment for a period 
exceeding 120 days, except that in case the General Manager is 
unable to establish an eligible list, or an eligible list is established but 
no employees can be secured therefrom, the General Manager may 
extend an appointment for an additional period not exceeding 120 
days. 

(Amended 11-1-74) 


See City Attorney Opinions to Civil Service Commission, 
March 15, 1938, June 28, 1939, and July 17, 1952; and to 
Joseph W. Hawthorne, Civil Service Department, August 9, 
1955. 



CHARTER SECTION 1014 


(a) Reassignment Without Examination. In addition to and notwithstanding 
the provisions of Section 1015 , the board may by its rules provide for status and 
seniority for civil service employees in classes other than those for which they 
were examined, where: 

(1) an employee is incapable of performing satisfactorily the duties of his or 
her position because of injury, sickness or disability; or 

(2) an employee has completed a probationary period in the City service. 

(b) Requirements for Reassignment. Any rules adopted by the board 
pursuant to this section shall provide that: 

(1) no employee may be placed in a different class without first receiving 
the employee’s written consent to the reassignment; 

(2) no change of class status may be allowed if it would result in a 
promotion; 

(3) no employee may be placed in a different class unless the employee 
possesses the minimum qualifications required for the class and the capability 
of performing the required duties; 

(4) no employee who is placed in a different class pursuant to the 
provisions of this section may be credited with more seniority than 
accumulated in the employee’s former class. 


CIVIL SERVICE RULE 6 
TRANSFER AND REVERSION 

Sec. 6.1. The General Manager may approve the regular or tentative transfer of 
an employee from a position in one department to a position in another 
department if: 

(Amended 3-28-66) 

a) The employee requests transfer on the form prescribed by the General 
Manager. 

(Amended 3-28-66) 

b) The appointing officer of the department to which transfer is requested 
approves in writing. 


See City Attorney Opinions to L. Plitt 
Smeltzer, Department of Water and Power, 

October 21, 1947, and to the Police Commission, 

November 16, 1951. 

c) The appointing officer of the department from which transfer is requested 
approves in writing. The General Manager may waive this requirement 
unless the transfer is tentative. 

(Amended 3-28-66) 

d) The employee is eligible to be assigned to the position to which transfer is 
requested. 

Sec. 6.2. An employee transferred under Section 6.1 shall not be required to 
serve another probationary period if he/she has completed the probationary 
period prior to the transfer. If he/she has not completed his/her probationary 
period, he/she shall not be transferred unless his/her final general average in the 
examination from which he/she received his/her appointment would entitle 
him/her to be certified to the position to which transfer is requested if his/her 
name were on the eligible list. If he/she has not completed the probationary 
period prior to the transfer, he/she shall start a new probationary period. 

Sec. 6.3. The appointing officer of the department to which transfer is requested 
under Sections 6.1 or 6.7 may stipulate, with the written approval of the 
transferring employee, that the transfer shall be tentative for a period of six 
months after its effective date. During this period, upon written notice given by 
such appointing officer to the employee, the General Manager, and the 
appointing officer of the department from which transfer was made, the 
transferred employee shall be returned to the department and class from which 
he/she came. If he/she is not returned within six months after the effective date, 
the transfer is final. 

(Amended 6-1-78) 

Sec. 6.4. A person who is appointed to a position which is out of the City or has 
other than regular day hours shall not be reassigned to a position in-town or on 
regular day hours unless: 

a) The probationary period has been completed in the class in which 
reassignment is being considered, or 

b) The employee's final general average in the examination from which 
appointment was received would entitle certification to such position if the 
employee's name were on the eligible list. 

NOTE: The provisions of this section shall not apply when 
reassignments are necessary for layoff avoidance. 



(Amended 4-20-83) 

REVERSION 

Sec. 6.5. At the written request of an employee, the General Manager may 
approve the employee’s reversion from a position in one class to a position in 
another class in the same or different department if: 

(Amended 3-28-66) 

a) The appointing officer of the department to which reversion is requested 
states in writing that there is a vacant position to which it will assign the 
employee if the request is approved. 

b) The employee had received a regular appointment in the class to which 
reversion is requested and the employee's seniority in that class and 
higher classes is greater than that of any person on the reserve list of the 
department to which the employee is requesting reversion; or the 
employee had received an appointment from an eligible list in the class to 
which reversion is requested in a temporary training position as defined in 
Section 5.30 of these Rules and was employed less than the maximum 
time specified for training. 

Note: A reversion to a temporary training position as defined in 
Section 5.30 of these Rules will be approved only for the training 
time remaining from the requestee's original appointment to such 
position. The appointing officer of the department to which 
reversion is requested must certify that the requestee will be trained 
for and appointed if eligible to a permanent position within the 
specified training time remaining or returned to the class from which 
the requestee reverted. The appointing officer should specify the 
training program to which the requestee will be assigned and the 
probable duration of training. 

(Effective 5-19-78) 

c) The employee was not separated from the class to which reversion is 
requested either by discharge, probationary termination, or action taken by 
the employee or the department as a result of unsatisfactory performance 
in the class. 

(Effective 1-08-72) 

Note: Section 6.5 (c) shall not apply for purposes of returning a 
sworn member of the Police Department to his or her former civil 
service class subsequent to a demotion imposed in accordance 
with Section 1070 of the City Charter. 

(Amended 7-21-94) 


Sec. 6.6. If the employee has completed the probationary period in the class to 
which reversion is requested, he/she shall not be required to serve another 



probationary period in that class. If the employee has not completed the 
probationary period in the class to which he/she is reverting, he/she shall start a 
new probationary period. 

TRANSFER UNDER CHARTER SECTION 1014* 

*See Section 7.14 of these Rules 

Sec. 6.7. The General Manager may approve the transfer without competitive 
examination of any employee to a vacant position in a different class in the same 
or different department if: 

(Amended 9-28-67) 

a) The employee requests the transfer in writing, 

b) The appointing officer or officers approve in writing, 

c) The General Manager finds: 

(Amended 9-28-67) 

1) The employee is incapable of performing satisfactorily the duties of 
his/her position because of injury or sickness or disability or the employee 
has completed a probationary period in the City service; and 

(Amended 9-28-67) 

2) The employee has the minimum qualifications for the class to which 
transfer is requested and is capable of performing the duties of the 
position and 

(Amended 3-28-66) 

3) The position to which transfer is requested does not result in promotion. 

(Amended 8-14-75) 

d) When a transfer is requested by an employee who is capable of performing 
his/her present duties, the General Manager further finds: 

(Amended 9-28-67) 

1) The employee's seniority in the class to which transfer is requested and 
higher classes is greater than that of any person on the reserve list for the 
class and department to which he/she is requesting transfer; and 

2) The transfer is for the good of the service. Sec. 6.8. An employee 
transferred under Section 6.7 of this Rule shall not be required to serve a 
probationary period in the class to which he/she is transferred unless 
he/she is serving a probationary period at the time of his/her transfer 

(Amended 10-10-63) 



Sec. 6.9. A tentative or regular transfer, reversion, or a transfer under Charter 
Section 1014 shall be deemed canceled if it is not consummated within thirty 
days from the date of approval. If it is thus consummated, the effective date shall 
be the date as reported by the payroll document sent to the Personnel 
Department. 

(Amended 6-26-68) 

Sec. 6.10. The Civil Service Commission may approve the use of Charter 
Section 1014 transfers to allow employees who are “legally employed” because 
of a class consolidation the opportunity to obtain status in a new class. The 
General Manager may also approve the use of Charter Section 1014 transfers for 
employees who have been affected by class consolidations in the past, who did 
not obtain status in the consolidated class at the time of the consolidation. 
Charter Section 1014 transfers approved under this Section will be in accordance 
with Section 7.14(b). 

(Added 12-22-98) 




CITY OF LOS ANGELES 


PERSONNEL DEPARTMENT 


Partnering to Meet the Challenge 



Services Offered by 

EMPLOYMENT SERVICES DIVISION 


• Applicant Services 
• Executive Recruitment Services 

• Recruitment Services 

• Clerk Typist Referral Program 

• Management Assistant Referral Program 
• LIFT L. A. 

• Certifications 

• Backgrounds 

• Employee Records & Folders 











EXECUTIVE RECRUITMENT SERVICES 


•The Executive Recruiter provides executive search 
services to the Office of the Mayor, City Departments, 
and Bureau Heads for manageriaf positions. 

•We may also contract with private sector firms for 
executive search services as requested by appointing 
authority. 

•Executive Recruitment also provides executive search 
services for specialty management positions as needed. 


Executive Recruitment Services 

For Executive Job Opportunities Visit: 
httD://www.lacitv.org/PER/exams/execute.htm 
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RECRUITMENT SERVICES 


Recruitment Services staff pc 


:s open positions on various Internet job 


Government, Gaywork, and Cal Jobs, as well as the Personnel 
lepartment's own Internet website. Print ads appear in trade-specific 
jublications, such as Working Nurse, Library Hotline Newsletter, and 
Aviation Maintenance. 


. ... ... .. _ .. 3 and community events to promote the City of Lc. 

Angeles as a choice employer in Southern California. Staff also develops 
recruitment materials (flyers, brochures) for use in the Personnel 


Recruitment Services 



CLERK TYPIST 
REFERRAL PROGRAM 


The Personnel Department developed the Clerk Typist Referral Program to assist 
departments in selecting the most qualified applicants for their specific Clerk Typist 
positions. This program assists departments in the selection of the most suitable 
person for their positions by: 

•Prescreening candidates to evaluate skills, interests, and strengths. 

•Providing advice and guidance departmental personnel for development of appropriate 
selection criteria to fill positions located in various geographic locations and work sites. 

•Researching and identifying candidates suitable for positions based on departmental 
criteria. 


•Referring Clerk Typist candidates to departments for selection. 


Clerk Typist Referral Program 

(213) 473-9365 
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MANAGEMENT ASSISTANT 
REFERRAL PROGRAM 


The Personnel Department developed the Management Assistant Referral Program to 
assist departments in selecting the most qualified applicants for their specific 
Management Assistant positions. This program assists departments in the selection of 
the most suitable person for their positions by: 

•Prescreening candidates to evaluate skills, interests, and strengths. 


•Referring Management Assistant candidates to departments for selection. 



LIFT L.A. 


Lasting Internships For Tomorrow’s L.A. 


Recruitment Services staff administers a contract with the Transportation Foundation 
of Los Angeles (TFLA) to coordinate an internship program which provides interns to 
City departments. Seven departments have participated in this program and a total of 
43 interns have been hired so far. Interns must be third or fourth year college students 
or students in a graduate degree program. Strict eligibility requirements are in place to 
ensure that only appropriate students are referred to us. 


Departments interested in hiring interns through this program are encouraged to 
contact Employment Services Division for more information. 


Recruitment Services 

(213) 473-9365 
iobs@per.lacitv.org 
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L.A. CITY WORKS 


Los Angeles City Works - Single Direct Placement Program 

Through the on-going partnership between the Personnel Department, Community 
Development Department (CDD), City Departments, and the Los Angeles City 
WorkSource Centers, L.A. City Works is designed to create and provide gainful 
employment and career opportunities within the City for underutilized groups living 
throughout the City. 


Recruitment Services staff act as administrators of the L.A City Works -Individual 
Direct Placement Program. Through this component of the program, qualified L.A. 
City Works participants will be hired directly to work full-time as exempt Office 
Trainees or Vocational Workers in-lieu of regular, entry-level civil service 
positions. Upon successful completion of a training period and a probationary 
period, these emplm 
vocational civil i 
Custodian, Tree S 
valuable members o 



CERTIFICATIONS 


The Certification Section generates and sends certification lists to 
departments following their requests. Staff ensures that departments receive 
the appropriate number of names in accordance with the Rule of Three Whole 


Certification Section 

(213) 473-9315 
CERTS@PER.LACITY.ORG 
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BACKGROUNDS 



The staff of the Background Unit reviews the applications of all persons on an 
eligible list to ensure that they meet City background standards. The process 
includes a review of experience, admitted conviction information, and any 
special license, education or training required. 

Staff fingerprints new employees to the City and provides departments any 
information received on criminal history from the Department of Justice. 

Staff responds by phone and letter to requests from employees regarding 
background information or personnel actions. 


Backgrounds 

(213) 473-9316 

Personnel.backarounds@lacitv.ora 
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EMPLOYMENT SERVICES 
Phone Numbers 

DIVISION 

• Applicant Services 

(213) 473-9311 

• Recruitment Services 

(213) 473-9385 

• Executive Recruitment Services 

(213) 473-9367 

• Clerk Typist Referral Program 

(213) 473-9365 

• Management Assistant Referral Program 

(213) 473-9385 

• LIFT L.A. 

(213) 473-9365 

• Backgrounds 

(213) 473-9316 

• Certifications 

(213) 473-9315 

• Records 

(213) 473-9311 

Option 5, then 4 

• Folders 

(213) 473-9311 

Option 5, then 3 




































City of Los Angeles 
Office of The City Purchasing Agent 

City Purchasing Agent 
Contracts - EASY as 
A... B... C... 


CITY OF LOS ANGELES 


SERVICES 
Services Division 



G 


What does the Purchasing Agent \ 
have the authority to buy? 


According to Section 9.1 of the City 
Administrative Code: “All purchases of 
materials, supplies, equipment and equipment 
rental, or repair and maintenance services 
therefor, required for any officer, board or 
employee of the City, shall be made by the 
Purchasing Agent of the City...” 


What about all the other “stuff” the City 
buys? 
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City Purchasing Agent Contracts ^ 
Easy as A... B... C... d... e 

ESTABLISH THE NEED AND DEVELOP 
REQUIREMENTS 

COMMUNICATE THE NEED AND SOLICIT 
OFFERS 

EVALUATE QUOTES / MAKE AWARD 
RECEIVE, INSPECT & ACCEPT DELIVERY 
PAY THE BILL 


COMMUNICATE THE NEED 
SOLICIT OFFERS (RFQS) 

• PURCHASES BELOW $1,000 

- DEPARTMENT OBTAINS QUOTES (3 
MINIMUM REQUIRED) 

- ISSUES “BLANKET” PURCHASE ORDER 
TO LOWEST BIDDER MEETING SPECS 
(SLB PREFERENCE < $100,000) 

- PETTY CASH - UP TO $500 

- PROCUREMENT CARD - UP TO $1000 





COMMUNICATE THE NEED 
SOLICIT OFFERS (RFQS) 


PURCHASES OVER $100,000 

- SUPPLY SERVICES ISSUES FORMAL 
WRITTEN REQUEST FOR QUOTATION 

- PUBLIC ADVERTISING 

- LEGISLATED REQUIREMENTS 

• AA; CRO; EBO; SDO; Code of Conduct; Federal Grant 
Fund Certifications; Charter Section 1022; new! MLO 

- EXECUTIVE DIRECTIVE 

• M/W/OBE GOOD FAITH EFFORT 



EVALUATE QUOTES & ISSUE ^ 
I^CONTRACT/PURCHASE ORDER 


LOWEST QUOTATION COMPLYING 
WITH SPECIFICATIONS 
RESPONSIVE BIDDER 

- MEETS GENERAL AND SPECIAL 
CONDITIONS AND REQUIREMENTS 

- MBE/WBE/OBE OUTREACH - GOOD 
FAITH EFFORT 

-OTHER LEGISLATED REQUIREMENTS 
RESPONSIBLE BIDDER 
-CONTRACTOR RESPONSIBILITY DOCS 




EVALUATE QUOTES & ISSUE 
[I^CONTRACT/PURCHASE ORDER 

• SUPPLY SERVICES REVIEW AND 
APPROVAL PROCESS 

• CITY ATTORNEY REVIEW AND 
APPROVAL (ALL OVER $100,000) 

• CONTRACT/PURCHASE ORDER 
ISSUED TO SUPPLIER 
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IMPORTANT INFORMATION 
QUESTIONS AND ANSWERS 


LACITY INTRANET SITES FOR 
PURCHASING AGENT INFORMATION 

Supply LA - SMS Info: http://sms.ci.la.ca.us/ 
Supply Services - City Purchasing Agent: 

http://gsdonline.ci.la.ca.us/gsd/sms/sms.htm 
Procurement Analyst Contact Information: 
http://gsdonline.ci.la.ca.us/gsd/sms/supcont 
act.pdf 

THANK YOU 



WALK SOFTLY AND CARRY A BIG PEN 

[2008 C.A. CONDENSED TRAINING] 


INSTRUCTOR : Vivienne A. Swanigan 

Deputy City Attorney 
Tel: (213)978-7156 

CITY ATTORNEY’S OFFICE 

1. Criminal v. Civil Divisions 

2. City Attorney Opinions 

3. Labor Relations Division 

RULES TO WORK BY : 

1. Watch out for pre-conceived attitudes. Check your attitudes at the door. 

2. Keep it official. No shooting the breeze!! No casual complaints! Document, 
including all complaints. 

3. Supervisors must supervise. Let them. 

4. Fair Employment and Housing Act (FEHA) and the Potential for Years of Litigation. 


WHAT ABOUT MY CAR ? 


Discrimination 

Individual employees are not liable for discrimination under FEHA. Your house, your 
car, your boat (but not your job) are safe, even if you discriminate. Reno vs. Baird 
(1998) 18 Cal.4th 640; Janken vs. Hughes Electronics (1996) 46 Cal.App. 4th 55. 

Harassment 

Harassment is playing the roulette wheel with everything you own. Previous 1999 
case law held that co-workers were not personally liable for harassment (just 
supervisors). As of January 2001, however, the legislature changed the FEHA to 
make co-workers who harass personally liable for their harassing acts. Both 
supervisors and co-workers are now personally liable for harassment. A 2004 
change: employers can be held liable for third party harassment if the employer 
knew and took no action. 
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Retaliation 

Retaliation has now been ruled on by at least one District court (federal). That court 
found that supervisors who engage in retaliation may be held personally liable under 
FEHA, so if you’re supervising, your car is at risk. Peterson v. Santa Clara Valley 
Medical Center (2000), 2000 U.S. Dist. LEXIS 953, 2000 Daily Journal DAR 1649. 
Retaliation has not specifically been ruled on by California courts. No direct ruling 
by any court regarding coworkers and retaliation. 


WHAT YOU SHOULD KNOW ABOUT WORKPLACE VIOLENCE 


1. Take workplace violence seriously. Contact your Personnel section!! 

What is workplace violence? 

Violence/Credible threat of violence 
OR 

Course of Conduct 
PLUS 

Nexus to the workplace 

2. Internal v. External - both can be workplace violence 

3. The Citywide Threat Assessment Team 

a. C.A. Labor Relations Division 

b. LAPD Threat Management Unit 

c. Occupational Health Services 

d. Personnel Department/Prince & Phelps 

e. LAPD Behavioral Science Services Section 

f. Prince & Phelps Consultants 

4. Department Workplace Violence Coordinator - Human Resources Section 

5. Handling of the Serious Threat 

a. Immediate Threat...Call 911!! 

b. Leave with pay/assign to home pending internal investigation 
Could Result In: Disciplinary Action/Work Fitness Evaluation 

c. TRO/Corporate Restraining Order Standards: nexus, future conduct, intent, 
reasonable person, actual fear 

d. Criminal Action (LAPD TMU) criminal threats, weapon charges, assault/battery 
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Terms and Definitions 


♦ Accommodation/Reasonable Accommodation 

Arises as a category of discrimination in cases where the charges stem from 
discrimination on the bases of religion or disability. Laws, regulations, and court 
decisions indicate what employers are required to consider when making reasonable 
changes (accommodations) in some aspect of the work in order to allow for equal 
employment opportunity of the disabled and those with religious beliefs that might 
conflict with normal working hours, locations, or duties. 

The key regarding discrimination against the disabled is for employers to ensure that 
their personnel and selection practices consider each individual’s limitations in 
connection with the job or position for which the person is being considered, and to 
make a very careful assessment of possible accommodations to allow that person to 
be employed in that position. Accommodations can take the form of restructuring 
jobs through the reassignment of nonessential duties; making changes in the physical 
work environment, such as raising a desk a few inches to facilitate employment of a 
person in a wheelchair; and considering adaptive devices. 

Accommodations for individuals with religious beliefs might include arranging for 
special work hours so that the employee can observe religious practices, not 
requiring the employee to work on a day during the week that would be contrary to 
his or her religious belief, and/or allowing the employee time off either with vacation 
or without pay to observe religious holidays. 

♦ ADA defines an “individual with a disability” as a person who has: 

> a physical or mental impairment that substantially limits one or more major life 
activities; 

> a record of such an impairment; or 

> is regarded as having such an impairment 

> determination of disability is made without regard to mitigating measures 

♦ Substantially Limits (ADA) - When an individual is unable to perform, or is 
significantly limited in the ability to perform, an activity compared to an average 
person in the general population. Consider: 

• nature and severity of the impairment 

• how long it will last or is expected to last 

• its permanent or long-term impact, or expected impact 
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♦ Adverse or Disparate Impact 

Where a personnel system or practice that appears neutral, has the effect of 
discriminating against race, sex, national origin, age, etc. For example, a high school 
diploma requirement for assignment to a preferred work unit, where the diploma is 
not job-related and where the diploma requirement tends to “screen” out 
proportionately more of one group than another group, could constitute unlawful 
discrimination on the basis of the disparate impact. It is in this category where we 
use statistics in order to show whether or not there has been adverse impact against 
a particular group. 

♦ The Americans with Disabilities Act (ADA) 1990 

Prohibits discrimination against qualified disabled persons in employment (15 or more 
employees) and requires employers to make reasonable accommodations (engage in 
the interactive process). 

♦ Artificial Barriers 


An employment policy, practice, or requirement that has the effect of denying or 
limiting employment opportunities for a particular group or groups, and which cannot 
be justified on the basis that it is job-related. For example, a requirement that one 
must be a citizen of the United States in order to work for the City of Los Angeles 
would be considered an artificial barrier for most City jobs, especially since it may 
have an adverse impact against groups such as Hispanics and Asians. 

♦ Bases for Discrimination 


♦ race 

♦ color 

♦ religion 

♦ national origin 

♦ sex (including sexual harassment and 
gender identity or expression, which 
includes actual or perceived transgender 
status) 

♦ age 

♦ disability 


♦ marital status 

♦ sexual orientation 

♦ creed 

♦ ancestry 

♦ medical condition 

(cancer, genetic characteristics) 

♦ HIV/Acquired Immune 
Deficiency Syndrome (AIDS) - 
acquired or perceived 

♦ retaliation for having filed a 
discrimination complaint or 
participating in a protected 
activity 
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♦ BFOQ (Bonafide Occupational Qualification) - a requirement that can be proven 
to be necessary even though it is discriminatory 

• permitted on the basis of sex, religion, or national origin when sex, religion, or 
national origin is a BFOQ for a particular job 

• there is no BFOQ for race or color 

• employer must prove only individuals of one sex, national origin, or religion can 
perform the duties of the job in a safe and efficient manner, and that the essence 
of the business would be undermined by not hiring exclusively members of a 
given class 

• customer preferences and stereotypic notions concerning the capabilities of 
persons of a particular sex, religion, or national origin do not warrant application of 
this exception 

♦ Disability 

Any physical or mental impairment that substantially limits one or more major life 
functions, such as caring for one’s self, performing manual tasks, walking, breathing, 
seeing, hearing, learning, or working. This term includes but is not limited to such 
diseases or conditions as visual and orthopedic impairment, cerebral palsy, epilepsy, 
muscular dystrophy, multiple sclerosis, cancer, Acquired Immune Deficiency 
Syndrome (AIDS), diabetes, heart disease, mental retardation, and specific learning 
disabilities such as perceptual handicaps, dyslexia, minimal brain dysfunction and 
developmental aphasia. 

♦ Discrimination 

Any employment practice or decision which intentionally or unintentionally 
results in the unequal treatment of an individual or group in a protected class 
on a basis other than job-related reasons. 

♦ Discrimination-Free Workplace - free of any discriminatory activities 
including: 

• racial, ethnic, or sexual jokes 

• cartoons or other derogatory images associated with gender, religion, 
nationality, sexual orientation, or disability 

• use of derogatory language or slang describing ethnic groups, sexes, 
sexual orientation, or race 

• imitation of accents associated with ethnic groups or nationalities 

• labeling employees with racial, ethnic, sexual, disability, religious, or sexual 
orientation characteristics 

♦ Disparate Impact - where a personnel system or practice that appears 
neutral has the effect of discriminating against a legally-protected group (i.e. 
minimum height requirement, certain educational requirements, physical agility 
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tests). 


♦ Disparate Treatment - intentional discrimination. Treating individuals 
differently without a valid job-related reason or without using job-related criteria 
to make decisions that affect a person’s employment options. 

♦ Equal Employment Opportunity - opportunity to compete and to be hired, 
based on individual merit and ability to perform a job, without regard to any of 
the bases protected by law. 

♦ Family and Medical Leave Act (FMLA) 1993 - 

> To qualify, an employee must work for the City for 1040 hours in a year 

> enforced by the Department of Labor 

> requires employers to grant up to 12 workweeks of leave during any 12-month 
period for one or more of the following reasons: 

• birth of a child, and to care for the child 

• placement of a child with the employee through adoption or foster care, and to 
care for the child 

• to care for the employee’s spouse, son, daughter, or parent with a serious 
health condition 

• because a serious health condition makes the employee unable to perform one 
or more of the essential functions of his or her job 

> requires employer to maintain the employee’s existing level of coverage under a 
group health plan 

> requires employer to take an employee back into the same or an equivalent job 

> must designate FMLA leave as early as possible or may have to provide 
additional time 

Note: Although, FMLA provides for 12 workweeks of leave, the City and the 
employee organizations (unions) currently have negotiated agreements which 
provide City employees with up to nine pay periods of leave during any 12-month 
period. Supervisors should regularly check Memoranda of Understanding (MOUs) for 
changes affecting family leave and other terms and conditions of employment. 

♦ FEHA (Fair Employment and Housing Act) - prohibits discrimination on the 
basis of race, color, national origin, religion, age, sex, sexual orientation, disability, 
medical condition (cancer and genetic characteristics), pregnancy, and marital status. 

♦ FEHA’s definition of “disability” - is different from the ADA definition and 
includes: 

> Having any physiological disease, disorder, condition, cosmetic disfigurement, or 
anatomical loss that affects one or more of the following body systems: 
neurological, immunological, musculoskeletal, special sense organs, respiratory, 

^ including speech organs, cardiovascular, reproductive, digestive, genitourinary, 
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hemic and lymphatic, skin, and endocrine and limits a major life activity. 

> Having any mental or psychological disorder or condition that limits a major life 
activity. 

> Having a record or history of the above. 

> Being regarded as having or having had the above. 

FEHA also has as a protective basis "medical condition" which refers to any health 
impairment related to or associated with a diagnosis of cancer or a record or history 
of cancer; or having its genetic characteristics. 

♦ Harassment 

• the deliberate, repeated, and hurtful mistreatment of a target by a harasser. 

• includes emotional abuse, bullying, abuse of power, unfair penalties, hostile 
communication, and offensive behavior. 

♦ Hostile Work Environment - created when offensive conduct sufficiently 
humiliates, distresses, or intrudes upon its victim so as to disrupt tranquility in 
the workplace, affect ability to perform the job as usual, or otherwise interfere 
with and undermine one’s sense of well-being. Consider: 

• frequency of conduct 

• severity of conduct 

• physically threatening or humiliating vs. verbally abusive or mere offensive 
utterance 

• cumulative effect 

• context in which conduct took place 

♦ Interactive Process - an on-going dialogue between a disabled applicant or 
employee and the employer for the purpose of identifying and providing a 
reasonable accommodation. This process must be timely and conducted in 
good faith. The interactive process is triggered either by a request for an 
accommodation by a disabled applicant or employee or by the employer’s 
recognition of the need for an accommodation. 

The four steps critical to the interactive process are as follows: 

1. Analyze the particular job involved and determine its purpose and essential 
functions; 

2. Consult with the individual with the disability to ascertain the precise job- 
related limitations imposed by the individual’s disability and how those 
limitations could be overcome with a reasonable accommodation; 

3. In consultation with the individual to be accommodated, identify potential 
accommodations and assess the effectiveness each would have in enabling 
the individual to perform the essential functions of the position; and 

4. Consider the preference of the individual to be accommodated and select 
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and implement the accommodation that is most appropriate for both the 
employee and the employer. 

♦ Major Life Activity - an activity that an average person can perform with little or no 
difficulty, such as walking, speaking, breathing, performing manual tasks, seeing, 
hearing, learning, caring for oneself, sitting, standing, lifting, reading, and working. 

♦ Merit System - A system in which the selection, assignment, evaluation, training, 
promotion, discharge, and other personnel transactions are based on uniformly 
applied criteria of relative fitness to perform the duties of the position held or sought. 

♦ Occupational Category - This term applies to job classifications that have been 
grouped together according to criteria established by the EEOS, which standardize 
the City’s method of determining and reporting the representation levels of employee 
groups within departments. The City’s job classifications are placed within eight such 
categories: 

1. Officials/Administrators : Occupations in which employees set broad 

policies, exercise overall responsibility for execution of these policies, or 
direct individual departments or special phases of the agency’s operations. 

2. Professionals : Occupations which require specialized and theoretical 
knowledge which is usually acquired through college training or through work 
experience and other training which provides comparable knowledge. 

3. Technicians : Occupations which require a combination of basic scientific or 
technical knowledge and manual skill which can be obtained through 
specialized post-secondary school education or through equivalent on-the-job 
training. 

4. Protective Service Workers : Occupations in which employees are 
entrusted with public safety, security and protection from destructive forces. 

5. Paraprofessionals : Occupations in which employees perform some of the 
duties of a professional or technician in a supportive role, which usually 
require less formal training and/or less experience than normally required for 
professional or technical status. 

6. Administrative Support : Occupations in which employees are responsible 
for internal and external communication, recording and retrieval of data and/or 
information, and other paperwork required in an office. 

7. Skilled Craft : Occupations in which employees perform jobs which require 
special manual skill and a thorough and comprehensive knowledge of the 
processes involved in the work which is acquired through on-the-job training 
and experience or through apprenticeship or other formal training programs. 


8. Service/Maintenance : Occupations in which employees perform duties 
which result in or contribute to the comfort, convenience, hygiene or safety of 
the general public or which contribute to the upkeep and care of buildings, 
facilities, or grounds of public property. 
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♦ Outreach Recruitment - A concerted effort by an employer to attract applicants in 
those groups which have sub-parity representation in a given job class. 

♦ Qualified Individual with a Disability - a person with a disability who satisfies 
the requisite skill, experience, education, and other job-related requirements of the 
employment position such individual holds or desires, and who, with or without 
reasonable accommodation, can perform the essential functions of such position. 

♦ Reasonable Accommodation - any change made in the work environment or in 
the way things are usually done that results in a disabled applicant/employee being 
able to perform the essential functions of a job. 

♦ Retaliation - action against an employee for: 

• opposing an unlawful employment practice 

• making a charge, testifying, assisting or participating in a discrimination 
investigation, proceeding, or hearing. 

♦ Sexual Harassment - unwelcome sexual advances, requests for sexual 
favors, and other verbal or physical conduct of a sexual nature, when 

• submission to such conduct is made either explicitly or implicitly a term or 
condition of an individual’s employment; 

• submission to or rejection of such conduct by an individual is used as the 
basis for employment decisions affecting such individual; or 

• such conduct has a purpose or effect of unreasonably interfering with an 
individual’s work performance or creating an intimidating, hostile or 
offensive work environment 

Examples: 

• visual forms such as cartoons, drawings, gestures 

• physical interference with normal work or movement such as blocking, 
following, touching 

• verbal harassment such as jokes, slurs, derogatory comments 

Note: Sexual harassment does not necessarily involve sexual conduct. It need not 
have anything to do with lewd acts or sexual advances. Sexual harassment may 
involve conduct, whether blatant or subtle, that discriminates against a person solely 
because of that person’s sex. 


♦ Supervisor (FEHA) - 

• any individual with authority to hire, transfer, suspend, lay off, recall, promote, 
discharge, assign, reward, or discipline other employees 

• any individual with responsibility to direct employees or to adjust their grievances 

or effectively to recommend that action _ 
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• under FEHA a employer may be liable for harassment committed by a non- 
supervisory employee if a supervisor knew or should have known of the 
harassment and failed to take immediate and appropriate corrective action 

• supervisors may be held personally liable if they commit harassment in violation of 
FEHA 

• employers are strictly liable for the supervisor’s behavior 

♦ Test - Any well-defined instrument, process, or procedure that is formal, scored, or 
qualified, when used as a basis for any selection decision. The term “test” is not 
restricted to a paper and pencil test. 

♦ Undue Hardship - an action that is excessively costly, extensive, substantial, or 
disruptive, or that would fundamentally alter the nature or operation of the employer’s 
business. 

♦ Validation - A process through which a test is evaluated to assure that it measures 
skills, knowledges, and/or abilities which are required to effectively perform the job. 
The Uniform Guidelines on Employee Selection Procedures recognize three types of 
validation in supporting the job-relatedness (or business necessity) of selection 
procedures. The three validation methods are: 

1. Content Validation - Data showing whether or not the “content” of a 
selection procedure is representative of important aspects of performance on 
the job for which applicants are being considered. For example, a typing test 
would be considered content valid for a Clerk Typist examination. 

2. Construct Validation - Data showing whether or not the psychological trait 
(the “construct”) that is shown by the selection procedure accurately 
measures the presence and degree of study to be necessary in order to 
successfully perform the job. An example of a construct would be “leadership 
ability.” 

3. Criteria-Related Validation - Data showing whether or not the selection 
procedure can be justified by a statistical relationship between scores on the 
test and measures of actual job performance. If a selection procedure is 
criterion valid, it would have been determined that success in the selection 
procedure (test) would likely lead to success on the job. 
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OVERVIEW OF DISCRIMINATION LAWS 


Following are the major discrimination laws with which the 
City of Los Angeles as an employer must comply. The 
chart on the following page depicts the bases of 
discrimination covered: 

I. FEDERAL 


A. Civil Rights Act of 1964 

B. Age Discrimination in Employment Act (ADEA) - 1967 

C. Equal Employment Opportunity Act - 1972 

D. Rehabilitation Act - 1973 

E. Age Discrimination in Employment Act of 1975 

F. Pregnancy Discrimination Act of 1978 

G. Civil Rights Act of 1991 

H. Americans with Disabilities Act (ADA) - 1992 

II. State 

A. Fair Employment and Housing Act - 1959, 1980 
(California government Code Section 12940) 

B. California Family Rights Act - 1993 


III. City 

A. LAMC 45.80 (Prohibition Against Discrimination Based on a Person having 
AIDS....) 

B. LAMC 49.70 (Discrimination on the Basis of Sexual Orientation) 

C. LAAC, Division 4, Chapter 7, Article 9 (Non-discrimination in Employment) 
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Brief Description of Laws 

1963 Equal Pay Act - Requires equal pay for equal work in the same establishment for 
both sexes. Prohibits employers from paying employees of one sex less than 
employees of the opposite sex for equal work on jobs, the performance of which 
requires “equal skill, effort and responsibility, and which are performed under 
similar working conditions. 

1964 Title VII of the Civil Rights Act of 1964 - Prohibits discrimination in all 
employment practices because of RACE, COLOR, SEX, RELIGION, OR 
NATIONAL ORIGIN. This Act established the Equal Employment Opportunity 
Commission, an agency that advises and assists persons and other agencies 
with alleged violations of the Title VII. Title VII prohibits not only overt 
discrimination, but also practices that are fair in form but discriminatory in 
operation. 

1967 The Age Discrimination in Employment Act - Prohibits discrimination against 
candidates and employees age 40 and above, in terms of hiring, compensation, 
discharge and other major aspects of employment. 

1972 Equal Employment Opportunity Act - This Act amended the 1964 Civil Rights Act 
and expanded the investigative power of the Equal Employment Opportunity 
Commission to cover State and Local governments. The 1972 Amendments 
gave the EEOC the power to go directly to court to enforce the law. This Act 
specifies that an employer may not, because of a person’s RACE, COLOR, 
NATIONAL ORIGIN, RELIGION, or SEX: 

A. Refuse to hire 

B. Discharge 

C. Harass 

D. Otherwise discriminate against an individual with respect to compensation, 
terms, conditions, or privileges of employment 

E. Limit, segregate, or classify employees in a discriminatory manner 

F. Retaliate against an employee because he/she has filed a complaint, 

testified under the Act, or opposed any practices forbidden under the act. 

1973 The Rehabilitation Act - Prohibits employment discrimination against otherwise 
qualified physically or mentally handicapped persons. 

1978 Pregnancy Discrimination Act - This Act prohibits employment discrimination 
against women on the bases of pregnancy or pregnancy-related medical 
conditions. Such discrimination is considered an aspect of sex discrimination. 

1990 Americans with Disabilities Act - Provides civil rights protections to individuals 
with disabilities. It guarantees equal opportunity for individuals with disabilities in 
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public accommodations, employment, transportation, state and local 
governments services, and telecommunications. 

1991 Civil Rights Act of 1991 - Amends the Civil Rights Act of 1964 to strengthen and 
improve Federal civil rights laws, to provide for damages in cases of intentional 
employment discrimination, to clarify provisions regarding disparate impact 
actions, and for other purposes. 

1993 Family Medical Leave Act - Enforced by the Department of Labor, this Act 
requires employers to grant up to 12 workweeks of leave during any 12-month 
period for the birth of a child, and to care for the child; placement of a child with 
the employee through adoption or foster care, and to care for the child; to care 
for the employee’s, spouse, son, daughter, or parent with a serious health 
condition; a serious health condition which makes the employee unable to 
perform one or more of the essential functions of his or her job. This Act requires 
an employer to maintain the employee’s existing level of coverage under a group 
health plan during the twelve workweeks and it requires the employer to take an 
employee back into the same or equivalent job upon his/her return. 


STATE OF CALIFORNIA LEGISLATION 

1959 Fair Employment and Housing Act - The California Fair Employment and 
Housing Act (changed from Fair Employment Practice Act in 1980) prohibits all 
forms of employment discrimination based on Age (40 and over), Ancestry, 
Color, Creed, Denial of Family and Medical Care Leave, Disability (mental and 
physical) including HIV and AIDS, Marital Status, Medical Condition (cancer and 
genetic characteristics), National Origin, Race, Religion, Sex or Sexual 
Orientation. It establishes the Fair Employment and Housing Commission to 
adjudicate complaints of discrimination. 

1993 California Family Rights Act (CFRA) - The California Family Rights Act was 
established to ensure secure leave rights for the birth, adoption, or foster-care 
placement of a child; the serious health condition of the employee’s child, parent 
or spouse; or the employee’s own serious health condition. Leave under this Act 
may total up to 12 work weeks in a 12-month period. It does not need to be 
taken in one continuous period of time. Upon granting a leave under CFRA, the 
employer must guarantee reinstatement to the same or comparable position. 


Basic EEO for AT&D (09/07) 

EEO Section, Personnel Department 


Page 12 



BASES FOR DISCRIMINATION COMPLAINTS AND APPLICABLE 
LAWS 


BASIS 

FEDERAL ' 

STATE 

TITLE VII 

ADEA 

REHAB 

ACT 

ADA 

FEHA 

Age 





S 

Ancestry 

S 




S 

Color 

S 




s 

Creed 





s 

Religion 

S 




s 

Marital Status 





s 

Medical Condition 

(Cancer/Genetic 

Characteristics) 



S 

S 

s 

Disability 




S 

s 

National Origin 

S 




s 

Race 

S 




V 

Retaliation 

S 




s 

Sex 

(Including sexual 
harassment) 

S 




s 

Sex (Transgender 
Only) 





s 

Sexual Orientation 





V 

HIV/Acquired 

Immune 

Deficiency 
Syndrome (AIDS) 

- acquired or 
perceived 





V 
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JAMES K. HAHN 
MAYOR 


EXECUTIVE DIRECTIVE NO. PE-1 
(REVISED) 

Subject: EQUAL EMPLOYMENT OPPORTUNITY, NON-DISCRIMINATION AND 

REASONABLE ACCOMMODATIONS 

For more than 30 years, our City has been a leader in promoting equal employment 
opportunity. Consequently, our City employees comprise one of the most diverse 
workforces in the world. We must continue our efforts to enhance the level of inclusion 
and diversity this City has come to appreciate, even as we reaffirm support for 
merit-based human resource management decisions, which value high performance 
public service and inclusion, to ensure our continued competitiveness in this 21 st 
Century. 

The City of Los Angeles is committed to maintaining a discrimination free workplace for 
all employees and candidates for employment. City policies and personnel practices, 
including but not limited to, recruitment, selection, advancements, work assignments, 
compensation, benefits, training, discipline and terminations, will continue to be 
established and administered without regard to race, national origin, ancestry, sex, 
sexual orientation, age, religion, creed, marital status, disability, medical condition, 
including having or being perceived as having AIDS or the HIV virus, or retaliation for 
engaging in any protected equal employment opportunity activity. 

Sexual harassment is a form of sex discrimination. It includes unwelcome exposure to 
visual, verbal, or physical conduct of a sexual nature, by either males or females, which 
may cause an individual’s workplace to be intimidating, offensive, or hostile. Unwanted 
sexual advances, or the offering of employment or related benefits in exchange for 
sexual favors, or the withholding of such employment or benefits conditioned upon an 
exchange of sexual favors, is unlawful and will not be tolerated. 

The definition of “sex” includes a person’s gender identity or expression. This includes 
a person’s identity, appearance, or behavior, whether or not that identity, appearance, 
or behavior is different from that traditionally associated with the person’s sex at birth. 
Employees who have changed their gender or are planning to change their gender are 
protected by law. The City prohibits discrimination based on gender-related 
characteristics, including, but not limited to, their actual or perceived transgender status. 
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Mayor James K. Hahn 
Executive Directive No. PE-1 
Page 2 of 2 


A discrimination free workplace includes providing reasonable accommodation to 
individuals with disabilities. The City has been proactive in this effort, having created a 
Department on Disability, a reasonable accommodation fund, special employment 
programs and a Placement Officer position in the Personnel Department. The City of 
Los Angeles is one employer for purposes of reasonable accommodation, and it is 
imperative that we have a consistent, credible process for reviewing and acting on 
requests for reasonable accommodation. 

The city has zero tolerance for discrimination, harassment and retaliation; therefore, I 
expect the City’s leadership and all employees to comply with all Federal, State and 
local equal employment opportunity laws and policies. 

All General Managers, Heads of Departments/Offices and Commissions of City 
Government are directed to ensure that workplaces throughout the City are committed 
to equal employment opportunity and the maintenance of environments free of 
discrimination. 

The Personnel Department shall monitor compliance of City departments with this 
Executive Directive. 

Each Department shall immediately carry out the responsibilities listed on the 
Attachment of this Executive Directive. 


JKH:WTF:39200 


Attachment 


Supercedes Executive Directive Nos. 1, dated October 15, 1980; 27, dated October 15, 1980; 1-D, dated December 
10, 1990; 1-A, dated September 22, 1992 (Bradley Series); and 2001-34, dated February 8, 2001 (Riordan Series); 
and PE-1 dated May 14, 2002. 
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ATTACHMENT EXECUTIVE DIRECTIVE NO. PE-1 

EQUAL EMPLOYMENT OPPORTUNITY, 
NON-DISCRIMINATION 

AND 

REASONABLE ACCOMMODATIONS 


I. BACKGROUND 


A. Equal Employment Opportunity 

The Mayor is ultimately responsible for the management and administrative control 
of departmental activities and will vigorously enforce all Federal, State and City 
equal employment opportunity laws, policies and directives. The Personnel 
Department will be the lead agency for equal employment opportunity policy 
development, implementation and monitoring and complaint resolution, specifically 
as it relates to investigating and resolving complaints of discrimination. Further, the 
Personnel Department will periodically review operating department activities and 
report equal employment opportunity compliance and diversity management 
innovations, as well as patterns and trends that indicate areas of concern. 
Department management is expected to fully support these monitoring activities. 

B. Non-Discrimination 

Any City employee or employment candidate who believes the City’s policy of equal 
employment opportunity and non-discrimination has been violated is strongly 
encouraged, and must not be prohibited from reporting the alleged policy violation. 
Further, employees and employment candidates can be assured that the necessary 
steps will be taken promptly to address all reported violations. 

City employees and employment candidates who believe they have experienced 
illegal discrimination are strongly encouraged to file discrimination complaints under 
the City discrimination complaint procedure entitled, “Citywide Discrimination 
Complaint Procedure” or the “Sexual Orientation Discrimination Complaint 
Procedure.” Said procedures shall be issued by the Personnel Department. 
Complaint investigations will be handled in accordance with these procedures; and 
departments must cooperate with complaint investigators to ensure prompt and 
appropriate action is taken to address the complaint. This includes accommodating 
investigators’ requests to meet with complainants and witnesses during working 
hours. Further, departments are to ensure individuals filing complaints of 
discrimination are advised of all of their legal options to file with applicable Federal 
and State enforcement agencies and are not retaliated against. 

Sexual harassment is a form of sex discrimination. It includes unwelcome exposure 
to visual, verbal, or physical conduct of a sexual nature, by either males or females, 
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which may cause an individual’s workplace to be intimidating, offensive, or hostile. 
Verbal harassment may include derogatory comments, epithets, jokes, or slurs of a 
sexual nature. Visual harassment may include sexual gestures, inappropriate 
display of sexually explicit objects or pictures, cartoons or posters. Physical 
harassment may include any unwelcome touching or bodily contact. Finally, 
unwanted sexual advances, or the offering of employment or related benefits in 
exchange for sexual favors, or the withholding of such employment or benefits 
conditioned upon an exchange of sexual favors, is unlawful and will not be tolerated. 

In January 2004, the definition of “sex” in the California Fair Employment and 
Housing Act (FEHA), was expanded to include a person’s gender identity or 
expression. The City also prohibits discrimination based on gender-related 
characteristics, or identity, appearance or behavior different from that traditionally 
associated with the person’s sex at birth, including, but not limited to, their actual or 
perceived transgender status. Transgender status includes employees who have 
changed or plan to change their gender. An applicant’s or employee’s gender 
identity is a protected class like any other protected class under FEHA. City 
employees are required to comply with reasonable workplace appearance, 
grooming, and dress standards consistent with department policies and procedures, 
but employees have the right to dress consistent with their gender identity. 

C. Reasonable Accommodations of Persons with Disabilities 

In January, 2001, the California Fair Employment and Housing Act was amended to 
expand both the definition of a disability and the types of physical and mental 
conditions that can be considered disabilities. The amendment also clarified the 
requirement that employers engage in timely, interactive and good faith efforts to 
respond to requests for reasonable accommodations from individuals. Reasonable 
accommodation takes varied forms. It may be modification or adjustment of non- 
essential job functions or the way duties usually are performed. Most 
accommodations can be accomplished with little or no cost. 

The City of Los Angeles is one employer for purposes of reasonable 
accommodation, and it is imperative that we have a credible process for reviewing 
and acting on requests for reasonable accommodation. Ideally, each department 
will be able to accommodate its own employees. However, if a department has 
made an exhaustive effort to accommodate an employee and has documented that 
a reasonable accommodation is not feasible, the department may refer the individual 
to the Personnel Department’s Citywide Placement Officer. The Placement Officer 
will continue to work with the department to identify other options within the 
department, and may also begin a Citywide search for suitable vacancies in other 
departments. The Personnel Department will be responsible for reporting to the 
Mayor and City Council on departmental efforts of providing reasonable 
accommodations. Departments will be required to report to the Personnel 
Department the status of each request for reasonable accommodation on a monthly 
basis. This information will be due on the tenth working day of each month. 
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II. RESPONSIBILITIES OF DEPARTMENT HEADS 


A. Each Department Head shall be responsible for carrying out the following 
actions within 90 days of issuance of this directive: 

1. Designate a departmental Equal Employment Opportunity 
Counselor/Coordinator and Reasonable Accommodations 
Counselor/Coordinator to counsel employees, investigate, resolve and/or 
address complaints of discrimination, serve as a resource and provide 
internal expertise to management and disabled individuals regarding the 
reasonable accommodation process. Such designation and any 
subsequent change in designation shall be made in writing and a copy 
provided to the Personnel Department’s Equal Employment Opportunity 
Section. 

2. Distribute this Executive Directive to all departmental employees and 
executive officers for each currently executed personal services contract 
and letter of agreement. 

3. Include this Executive Directive and all revised equal employment 
opportunity, reasonable accommodation and non-discrimination policies 
and procedures in the appropriate department operating and training 
manuals. 

4. Post the City’s Equal Employment Opportunity poster and this Executive 
Directive on employment-related bulletin boards. 

5. Ensure that workplaces throughout the City are committed to equal 
employment opportunity and the maintenance of environments free of 
discrimination by: 

• Disseminating to all employees a statement of your commitment to 
equal employment opportunity and providing them with the most 
current copies of the City’s equal employment opportunity policies and 
the City’s discrimination complaint procedures; 

• Informing employees of the name and telephone number of the 
departmental Equal Employment Opportunity Counselor/Coordinator 
and the Reasonable Accommodations Counselor/Coordinator; 

• Providing easy access to the department, City, State and Federal 
compliance agency discrimination complaint investigation processes 
without fear of retaliation; 

• Taking all steps necessary to prevent any and all forms of illegal 
discrimination, harassment and retaliation. 

6. Evaluate equal employment opportunity policies annually to ensure they 
are up to date. 
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7. Review departmental operations and actions to implement appropriate 
equal employment opportunity policies and eliminate barriers to effective 
equal employment opportunities on a regular basis. 

8. Ensure departmental staff assigned as the Equal Employment Opportunity 
Counselor/Coordinator and Reasonable Accommodations 
Counselor/Coordinator have been sufficiently trained to effectively perform 
their duties and responsibilities. 

9. Take immediate action to address, remedy and resolve complaints 
alleging discrimination, including but not limited to prompt, objective and 
thorough investigations of complaints. Ensure departmental personnel 
responding to complaints adhere to the city’s discrimination complaint 
procedures and sound personnel practices. 

10. Take prompt and appropriate action in response to acts of illegal 
discrimination and/or violations of the Federal, State and City equal 
employment opportunity laws, policies and regulations, including 
disciplinary actions to address violations and inappropriate behaviors. 

11. Ensure employees who file discrimination complaints, participate in 
investigations, and/or oppose real or perceived discriminatory acts are not 
retaliated against by management or co-workers. 

12. Ensure that the Personnel Department is notified, as instructed, of 
discrimination complaints filed and resolved within the Department. 

13. Inform employees of the procedure for requesting a reasonable 
accommodation. 

14. Require department staff to engage in a timely, interactive and good faith 
effort when presented with a request for an accommodation by an 
employee or job applicant. This process must be fully documented using 
the “Reasonable Accommodation Assessment Form” provided by the 
Personnel Department. 

15. Submit a monthly report to the Personnel Department on the status of 
each request for reasonable accommodation received during the 
preceding month. This report will be due on the tenth working day of each 
month. 

16. Instruct all department human resources personnel and line managers to 
fully cooperate with the Personnel Department in identifying vacant 
positions. 


Basic EEO for AT&D (09/07) 

EEO Section, Personnel Department 


Page 20 



17. Fully cooperate with the Personnel Department and other Department 
heads in accepting transfers of employees with disabilities into positions 
which will afford them a reasonable accommodation. 

III. RESPONSIBILITIES OF THE PERSONNEL DEPARTMENT 

A. The Personnel Department will be responsible for administering the City’s 

equal employment opportunity programs including, but not limited to: 

1. Develop, revise and disseminate policies, protocols and guidelines as 
necessary to comply with equal employment opportunity law, disability 
related laws and City policies and diversity strategies. 

2. Assign adequate staff resources within the Personnel Department to 
assist departments with compliance with equal employment opportunity 
laws, disability related laws and City policies and procedures. 

3. Initiate programs to achieve equal employment opportunity standards and 
goals. 

4. Provide technical assistance, information and training to departmental 
human resource management personnel. 

5. Monitor City hiring activities and turnover rates to identify and investigate 
any patterns that indicate areas of concern. 

6. Review, investigate, resolve and respond to complaints of discrimination 
filed against the City with the Civil Service Commission and/or 
enforcement compliance agencies. 

7. Review ethnic, gender and disabled representation to determine progress 
toward achieving parity with the labor force. 

8. Monitor and report to the Mayor on the effectiveness of the City’s program 
of equal employment opportunity. 

9. Review discrimination complaints filed Citywide to identify trends, issues 
and training needs and provide information to the Mayor’s Office on 
appropriate alternatives to address disputed discrimination complaints. 

10. Monitor compliance of City departments in providing reasonable 
accommodations. 

11. Report to the Mayor and City Council on a quarterly basis by the twentieth 
working day following the end of the quarter on the status of reasonable 
accommodations of disabled employees and job applicants. 
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12. Provide the Placement Officer with sufficient resources to effectively work 
with the City departments to place disabled employees. 
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CHAPTER 15 - EQUAL EMPLOYMENT OPPORTUNITY/NON-DISCRIMINATION 
DEFINITIONS 

Equal Employment Opportunity 

The City of Los Angeles is committed to the fair and equal treatment of all its employees. 
Any policy or action affecting recruitment, selection, promotion, assignment, training, 
compensation, discipline or termination must be carried out without regard to race, color, 
religion, national origin, sex, age, disability, marital status, sexual orientation, creed, 
ancestry, medical condition (cancer), or Acquired Immune Deficiency Syndrome (AIDS). 
The City and its employees are also required to comply with numerous Federal, State and 
City laws including the 1964 Civil Rights Act, 1967 and 1975 Age Discrimination in 
Employment Acts, the 1992 Americans with Disabilities Act, and the Los Angeles Municipal 
Codes prohibitions against AIDS and sexual orientation discrimination. 

Discrimination Free Workplace 

City policy requires that all work locations be free of any discriminatory activities including, 
but not limited to: racial, ethnic, or sexual jokes; cartoons or other derogatory images 
associated with gender, religion, nationality, sexual orientation, or disability; use of 
derogatory language or slang describing ethnic groups, sexes, sexual orientation or race; 
imitation of accents associated with ethnic groups or nationalities; labeling employees with 
racial, ethnic, sexual, disability, religious or sexual orientation characteristics. 


Sexual Harassment 

Any unwelcome sexual advance, request for sexual favor or other verbal, visual, or physical 
conduct of a sexual nature when; submission to such conduct is either explicitly or implicitly 
made a term or condition of employment; submission to or rejection of such conduct is used 
as the basis of an employment decision; such conduct has the purpose or effect of 
interfering with an individual’s work performance or creating an intimidating, hostile or 
offensive work environment. 

Disability Accommodation 

The Americans with Disabilities Act (ADA) requires that an otherwise qualified individual 
with a disability be reasonably accommodated unless that accommodation would impose an 
undue hardship on business operations. Reasonable accommodation is a means of 
overcoming unnecessary barriers in the workplace and the work environment that might 
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exclude qualified individuals with disabilities from certain jobs and employment 
opportunities. The law is designed to ensure that individuals who possess the necessary 
skills, experience, education and other job-related requirements of a position, and who can 
perform the essential functions of a position, are given equal employment opportunity. 

WHAT ARE MY RESPONSIBILITIES? 

City policy requires that supervisors not personally engage in any discriminatory activities. 
Additionally, should you become aware of discriminatory activity by others in the workplace 
and fail to take action to eliminate that activity, you may be subject to discipline and 
personal legal liability for your failure to act. N short, one of your key responsibilities is to 
assure that the work environment over which you have responsibility is free of all forms of 
discrimination. 

In the area of disability accommodation, your department management, not you, has the 
responsibility for deciding whether or not an individual with a disability is qualified for a 
position and if reasonable accommodation can be provided. If the individual can be 
accommodated, you should make every effort to assure he or she receives equal treatment 
to that afforded others you supervise. 

The areas where discrimination problems most often arise are: selection and assignment, 
performance appraisal and discipline, hostile work environments, and failure to pay 
attention to and resolve conflict. In order to help avoid potential problems in these areas, 
and assure your employees have a fair and discrimination-free workplace, you should make 
sure that you: 

• Require all employees to act in a way which reflects respect for individual 
differences when working with other employees and the public. 

• Require your employees to maintain a work environment which is free of any 
harassment, including sexual harassment. 

• Attempt to informally resolve any complaints of discrimination or harassment as 
quickly as possible. (Ask your Personnel Section for the name of your 
department’s EEO Coordinator to assist you.) Under no circumstances should 
you ignore or disregard an employee’s complaint. 

• Inform your employees of their rights to file discrimination or sexual harassment 
complaints. 
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Assure that any personnel action you take is based on objective, job-related 
evidence and is free of discriminatory intent or appearance. 

Have a clear understanding of the duties, skills, knowledge and abilities required 
subordinates. (See the Chapter 2 section, “Documenting Job Information” for 
additional help on documenting job duties.) 

Assure that any assignment you give or appointment you make is based only on 
job-related criteria. 

Document, in writing, any disciplinary action you take, and assure that discipline 
is carried out for job-related reasons. (See Chapter 3, “Discipline.”) 

Assist your employees in preparing for promotion including: informing them of 
their responsibilities and how their performance will be evaluated. (See Chapter 
8, “Performance Appraisal.”) 

Make information on upcoming examinations and training opportunities available 
to all employees on an equal basis. (Contact your Personnel Section for 
assistance in this area.) 

Provide your employees with practical, on-the-job training and, where practical, 
opportunities to rotate through different assignments. 


WHAT SHOULD I DO IF SOMEONE COMPLAINS ABOUT DISCRIMINATION? 

All employees have the right to file a complaint on any action, procedure or selection 
practice which they believe to be discriminatory on the basis of race, color, religion, national 
origin, sex, age, disability, marital status, sexual orientation, creed, ancestry, medical 
condition (cancer), AIDS, or retaliation against filing of a complaint, within one year of the 
alleged discrimination. 

The City Personnel Department as well as your department has specific procedures which 
employees should follow when making a discrimination or sexual harassment complaint. As 
the supervisor, you should be familiar with the City’s Discrimination Complaint Procedure 
and inform the employee of his or her options for filing a complaint (see Appendix XI, 
Discrimination Complaint Procedure). While filing and having an employee’s complaint 
handled and resolved at the department level is most beneficial, the employee has various 
options for filing a complaint. 
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An employee who notifies you he or she wants to file a formal complaint should be 
immediately referred to your Department’s Equal Employment Opportunity (EEO) 
Coordinator. (Contact your Personnel Section for your coordinator’s name and phone 
number.) If the complaint is not satisfactorily resolved by your department, or if the 
employee does not believe the complaint can be adequately handled by your department, 
you may refer the individual to the Personnel Department’s EEO Section at (213) 473-9100. 
The Personnel Department’s Sexual Harassment Coordinator can be reached at (213) 473- 
9123. Employees should be assured that they may make complaints without fear of 
retaliation by the city, department management, their immediate supervisor, or any other 
employee. 
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CITY OF LOS ANGELES 


DISCRIMINATION COMPLAINT 
PROCEDURE 


I. Employee and Candidate Rights 

Employees of the City and candidates for City employment have the right to file a 
complaint in writing on any action, procedure, or practice in selection or 
employment they believe to be discriminatory on the basis of race, color, religion, 
national origin, sex, age, disability, marital status, sexual orientation, creed, 
ancestry, medical condition (cancer), Acquired Immune Deficiency Syndrome 
(AIDS) - acquired or perceived, or retaliation for having filed a discrimination 
complaint. Said complaint must be filed with the Los Angeles City Board of Civil 
Service Commissioners within one year of the alleged act of discrimination, 
provided that this time limit may be extended for a period of time equivalent to that 
period during which a person has first pursued a remedy through a departmental 
discrimination complaint procedure. A person filing a complaint shall have the right 
of representation by any designated person or organization. 

This procedure shall be available to all employees except those who have utilized 
another City grievance or appeal procedure for the same or closely related issues. 
If an employee files a complaint under this procedure and subsequently files a 
complaint on the same matter under another City procedure, the processing of the 
complaint under this discrimination complaint procedure shall be terminated. 

Although complaints must be prepared and filed on an employee's own time, 
department managers and supervisors should make every effort to allow the 
complainant and other employees time, with pay, to meet with Personnel 
Department staff when the meeting is at the request of Personnel Department staff 
assigned to investigate the complaint. 

Nothing in this procedure shall restrict the right to file a complaint with any 
State or Federal agency responsible for the enforcement of anti- 
discrimination legislation. 

II. Departmental Complaint Procedure 

Each department shall make every effort to acquaint department employees with 
its own procedure for reviewing and responding to complaints by its employees in 
which there are allegations of discrimination. City employees who contact the 
Personnel Department regarding alleged discrimination shall be encouraged to first 
request a review of their complaints under their department's complaint procedure. 
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III. Board of Civil Service Commissioners' Complaint Procedure 

If the complainant does not receive satisfactory resolution of the complaint or does 
not believe it can be adequately handled at the department level, he or she may 
submit the complaint, in writing, to the: 


Office of Discrimination Complaint Resolution (ODCR) 
700 E. Temple Street, Room 320 
Los Angeles, CA 90012 
(213) 473-9123 


A written complaint should include: 

1. The name, address, and telephone number of the complainant. 

2. The basis of the alleged discrimination: race, color, religion, national origin, 
sex, age, disability, marital status, sexual orientation, creed, ancestry, medical 
condition (cancer), Acquired Immune Deficiency Syndrome (AIDS) - acquired 
or perceived, or retaliation for having filed a discrimination complaint. 

3. The discriminatory practice(s), procedure(s), or incident(s) which has occurred. 

4. The names of any persons thought to be responsible for the discrimination. 

5. The name, address, and telephone number of the complainant's representative, 
if any. 

6. A statement of what remedy the complainant is seeking as a result of the 
complaint. 

The following procedure will guide staff in investigating and attempting to resolve 

discrimination complaints. 

1. If the complainant is a probationary employee whose termination is being 
considered but has not been filed with the Board of Civil Service 
Commissioners, investigating staff will request the appointing authority to place 
the complainant on a personal leave of absence until the discrimination 
complaint is resolved, withdrawn, or considered by the Board of Civil Service 
Commissioners. 

2. Investigating staff will discuss the complaint with the complainant and 
concerned department(s) and will initially attempt to resolve the complaint 
informally. 
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3. If the complaint is not resolved following the above discussion, a thorough 
investigation will be conducted and a report of findings and recommendations 
prepared for the Board of Civil Service Commissioners within one hundred and 
twenty (120) days of the termination of informal efforts. 

4. The time limit in this subsection may be extended with the mutual consent of 
the concerned parties or on the approval of the Board of Civil Service 
Commissioners upon receipt of a status report from staff. 

5. The Chief of the EEO and Employee Development Division shall have the 
authority to administratively close a complaint, thereby precluding further 
consideration of the complaint, for any of the following reasons: 

a. failure by the complainant to cooperate with staff conducting the 
investigation; 

b. inability to reach the complainant after repeated efforts by the staff 
conducting the investigation; 

c. no assertion that the alleged acts occurred based on one or more of the 
fourteen discriminatory bases; 

d. failure by the complainant to respond within 15 calendar days to a written 
offer by the concerned department which would afford relief for the harm 
alleged by the complainant; 

e. lack of jurisdiction by the Board of Civil Service Commissioners over the 
complaint; 

f. the complainant has filed a grievance or appeal under another City 
procedure regarding the same or similar issues; 

g. the complainant has filed a complaint with an outside agency (e.g., EEOC, 
DOL, DOJ, DFEH) or has filed a lawsuit against the City (or City 
department) regarding the same or similar issues; 

h. a reasonable remedy has been provided, or has been offered and rejected; 

i. there is a conflict of interest on the part of the Personnel Department and 
investigating division; 

j. failure to establish a nexus between the alleged act and discrimination 
based upon one of the fourteen categories. 
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6. The administrative closure of a complaint by the Chief of the EEO and 
Employee Development Division may be appealed to the Board of Civil Service 
Commissioners only where the complainant can provide clear evidence refuting 
the reason for closure. 

7. Complaints that are not resolved informally, are not withdrawn, or are not 
closed administratively, will be heard by the Board of Civil Service 
Commissioners. The basis for the hearing will be the report and 
recommendations of the General Manager and the Chief of the EEO and 
Employee Development Division. 

IV. Consideration of Complaints by the Board 

The Board of Civil Service Commissioners will review the written complaint and the 
report and recommendations prepared by investigating staff. The complainant 
shall be given a copy of that report at least five (5) days prior to its scheduled 
consideration by the Board. If the complainant has designated a representative in 
the complaint, a copy of the report will also be given to that representative. 

In those instances in which the Board has jurisdiction to invoke the appropriate 
remedy, the Board may take any or all of the following actions: 

1. Request additional information; 

2. Make a finding on the charge(s) of discrimination; 

3. Order a remedy within the Board's jurisdiction; or 

4. Recommend actions which the Personnel Department or concerned 
department(s) may take to correct discriminatory practices, prevent the 
occurrence of potentially discriminatory practices, change or eliminate other 
poor personnel practices related to the complaint, or enhance affirmative action 
efforts. 

In those instances in which the Board believes that it is not in the public interest for 
it to review a discrimination complaint, because of a conflict of interest or the 
appearance of a conflict of interest, the Board shall take either or both of the 
following actions: 

1. Request the City Attorney to review the matter and render a written opinion on 
the questions of the Board's possible conflict of interest in the matter in an 
expeditious manner. 

2. Determine that a conflict of interest or the appearance of a conflict of interest 
does exist and submit the matter to the Board of Referred Powers, which shall 
have the authority to act on behalf of the Board of Civil Service Commissioners 
on that particular discrimination complaint. 
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V. Discrimination Complaints Against Department Heads and Public Officials 

There is a special procedure for filing a complaint of discrimination against elected 
and appointed officials. Contact the Personnel Department Equal Employment 
Opportunity Section at (213) 473-9100 should you need detailed information on this 
procedure. 


To file with the State and/or Federal compliance agencies, contact: 


California Department of 
Fair Employment & Housing (DFEH) 
611 W. 6 th Street, 15 th Floor 
Los Angeles, CA 90012 
(800) 884-1684 


Federal Equal Employment Opportunity 
Commission (EEOC) 

255 East Temple Street, 4 th Floor 
Los Angeles, CA 90012 
(213) 894-1000 
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SEXUAL HARASSMENT 
DISCRIMINATION 

COMPLAINT PROCEDURE 


The policy of the City of Los Angeles is to promote and maintain a working environment 
free of sexual harassment, intimidation, and coercion. Sexual harassment is a form of 
sex discrimination and is a violation of official City policy and Federal and State law. 

Acts constituting sexual harassment are not necessarily limited to acts by a male toward 
a female but can be committed by and against persons of both sexes. 

Sexual harassment is defined as unwelcome sexual advances, requests for sexual 
favors, and other verbal, visual, or physical conduct of a sexual nature when: 

1. Submission to such conduct is either explicitly or implicitly made a term or 
condition of an individual’s employment; 

2. Submission to or rejection of such conduct by an individual is used as the 
basis for employment decisions affecting such individual; or 

3. Such conduct has the purpose or effect of interfering with an individual’s work 
performance or creating an intimidating, hostile, or offensive working 
environment. 

As used in this procedure, “employee” is any individual occupying a position in the 
classified civil service, and also includes interns, contract employees (personal services 
contracts), and employees exempted under provisions of the City Charter, including 
elected and appointed officials. Also covered by this procedure are members of the 
public, volunteers, or employees of a business under contract with the City, who claim 
harassment by City employees during the conduct of their employment. 

Employees and applicants are also protected from sexual harassment by non¬ 
employees. The City may be liable for non-employee sexual harassment, where the 
employer, or its agents or supervisors, knows or should have been known of the 
conduct and fails to take immediate and appropriate corrective action. 

Consistent with this definition, it is sexual harassment for any employee or non¬ 
employee to use implicit or explicit sexual behavior, of a verbal, visual or physical 
nature, to affect the work environment, job or performance of any employee. Further, 
supervisory level employees who condone the sexually harassing conduct of another 
employee or applicant, when the supervisor is aware or should have been aware of 
such conduct and does not take appropriate steps to eliminate it, will be held liable and 
subject to disciplinary action. 
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City policy and State and Federal law require that prompt and appropriate action be 
taken to deter and punish sexual harassment. 

Department managers have been instructed to take all necessary steps, including 
appropriate disciplinary action, to ensure and maintain a working environment free of 
sexual harassment, intimidation, and coercion. Appropriate disciplinary action for 
substantiated allegations of sexual harassment will be administered in accordance with 
Policy 33 (Disciplinary Action) of the Policies of the Personnel Department. For 
example, the severest disciplinary action, up to and including discharge, will be taken in 
the case of proven instances of implicit and/or explicit, coercive pressure for sexual 
favors committed by supervisory employees, which affect the terms and conditions of a 
subordinate’s employment. Contractors and subcontractors are also fully liable for 
compliance with this Procedure and substantiated claims of sexual harassment could 
result in termination of a contract and/or subcontract. 

Each Department manager has designated a Sexual Harassment Counselor for his or 
her Department and will disseminate, and post in prominent locations, the name and 
phone number of the designated Counselor to all employees. A complaint of sexual 
harassment must be filed within one year of the alleged act of harassment. Otherwise, 
the complaint may be considered untimely. In all cases, allegations of sexual 
harassment will be fully and completely investigated. The employee or applicant 
making a sexual harassment complaint can choose whether the complaint will be 
investigated by the employee’s Department Sexual Harassment Counselor, by the 
Personnel Department’s Sexual Harassment Counselor, or by the State and/or Federal 
compliance agencies. If during a City administrative investigation the investigator 
determines, based upon discussions with the complainant, that the issues are related to 
the complainant’s “sex” rather than being “sexual” in nature, the investigation will 
continue under the procedures outlined in the City’s Discrimination Complaint 
Procedure. 

Employee Rights and Responsibilities 

Every employee is entitled to work in an environment free form sexual harassment or 
coercion. An employee who perceives comments, gestures, visual displays, or physical 
actions of a sexual nature by another employee, non-employee or supervisor be 
offensive is to encouraged to immediately and clearly communicate to that person that 
such sexual behavior is unwelcome. The purpose of immediately communicating to a 
harasser that the behavior is unwelcome is to stop the harassment before it becomes 
more serious. Such notice will also go to support a claim that the harassment did occur. 
Failure to notify the harasser that the behavior is unwelcome does not prevent the filing 
of a complaint of sexual harassment. 

The following Sexual Harassment Complaint Procedure has been developed specifically 
for use by employees and applicants who believe that they have been sexually 
harassed, and who wish their complaint to be investigated by their individual department 
or the Personnel Department. 
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Under City policy and procedures, any employee or applicant who believes he or she 
has been sexually harassed has the following rights and responsibilities: 


1. The complainant is encouraged to report the sexual harassment to any or all of 
the following individuals; a supervisor, the Department’s Sexual Harassment 
Counselor, or the Personnel Department’s Sexual harassment Counselor. The 
complainant may also seek assistance from the Commission on the Status of 
Women. Such immediate reporting is important because the sooner the 
allegations can be investigated, the sooner appropriate steps can be taken to 
end the harassment. ALL EMPLOYEES AND APPLICANTS ARE ASSURED 
THAT THEY MAY MAKE SUCH REPORTS WITHOUT FEAR OF RETALIATION 
BY THE CITY, DEPARTMENT MANAGEMENT, THEIR IMMEDIATE 
SUPERVISOR, OR ANY OTHER EMPLOYEE. 

2. The complainant has the right to a confidential conference with the person whom 
the sexual harassment complaint is made. The complainant has the option to be 
represented during the conference and any subsequent investigation by a union 
representative, an attorney, or another individual of the complainant’s choice. 

3. Each complaint of sexual harassment will be fully and completely investigated by 
the Department’s Sexual Harassment Counselor or by the Personnel 
Department’s Sexual Harassment Counselor, unless it is determined that the 
complainant has also filed a grievance or utilized another internal City 
administrative procedure, raising the same or similar sexual harassment issues, 
in which case the complaint will be administratively closed. 

4. All investigations will be handled with discretion, sensitivity and due concern for 
the dignity of those involved. Every reasonable effort will be made to restrict 
information on the specifics of the complaint to those who are participating in the 
investigation; the complainant, the alleged harasser, witnesses, and department 
management, unless and until complaint findings are presented in a public 
hearing, such as before the Board of Civil Service Commissioners. All persons 
contacted or interviewed during the investigation will be requested not to discuss 
the subject matter of the investigation in order to protect the privacy of all those 
participating in the investigation. 

5. All investigations will be as extensive as required, based upon the nature of the 
allegations. All persons named as potential witnesses by the complainant will be 
contacted during the course of the investigation, and those witnesses who have 
information relevant to the issues of the complaint will be interviewed. Any 
employee or non-employee who is alleged to have committed acts of sexual 
harassment will be contacted during the investigation, be informed of the 
allegations being made against him or her, be given the opportunity to respond 
to the allegations, and be given the opportunity to identify witnesses. Any 
accused employee has the option to be represented during the investigation by a 
union representative, attorney, or other individual of his or her choice. 
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6. Any employee who observes what he or she believes to be sexually harassing 
verbal, visual, or physical behavior occurring should report such behavior to a 
supervisor, and/or a Sexual Harassment Counselor. ALL EMPLOYEES ARE 
ASSURED THAT THEY MAY MAKE SUCH REPORTS WITHOUT FEAR OF 
RETALIATION BY THE CITY, DEPARTMENT MANAGEMENT, THEIR 
IMMEDIATE SUPERVISOR, OR ANY OTHER EMPLOYEE. ANY ACTION 
BELIEVED TO BE RETALIATORY SHOULD BE IMMEDATELY REPORTED. 

7. Any employee who observes an incident of sexual harassment should cooperate 
in any investigation. ALL EMPLOYEES ARE ASSURED THAT THEY MAY 
COOPERATE IN SUCH INVESTIGATION WITOUT FEAR OF RETALIATION 
BY THE CITY, DEPARTMENT MANAGEMENT, THEIR IMMEDIATE 
SUPERVISOR, OR ANY OTHER EMPLOYEE. ANY ACTION BELIEVED TO 
BE RETALITORY SHOULD BE IMMEDIATELY REPORTED TO THE PERSON 
COONDUCTING THE INVESTIGATION. 

8. All employees who initiate or participate in the investigation of a complaint are 
protected from retaliation by the City, Department management, supervisors or 
any other employee. Employees found to have committed acts of retaliation will 
be subject to disciplinary action in accordance with the provisions of Policy 33 
(Disciplinary Action). Retaliation will be considered a serious act of misconduct, 
with appropriate discipline indicated in the Policy up to and including discharge. 
Because of their increased responsibility for enforcing the City’s policies against 
sexual harassment, supervisors will be held to a higher standard and can expect 
the most severe disciplinary measures for proven acts of retaliation. 

9. The complainant may expect a timely resolution of complaints. Complainants 
will be kept apprised of the status of their complaints on a regular basis by the 
individual investigating the complaint. Complainants may also request 
information of the status of their complaint from the City Sexual Harassment 
Coordinator. Additionally, complainants will be notified if the time to file with 
outside agency appears likely to run out before the internal investigation is 
completed. 


Responsibilities of the Department Sexual Harassment Counselor 

Each City department manager must designate a Sexual Harassment Counselor and 
ensure that all department employees are made aware of the name and phone number 
of the designated Counselor. An employee or applicant who believes he or she has 
been sexually harassed may choose to file a complaint with the Department Sexual 
Harassment Counselor. Each Department Sexual Harassment Counselor has the 
following responsibilities: 

1. Upon receipt of a sexual harassment complaint, the Counselor shall meet with 
the complainant as soon as mutually convenient. The Counselor shall inform the 
complainant that he or she may have a representative at the meeting. The 
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Counselor shall fully inform the complainant about the City’s sexual harassment 
policies and complaint procedures, and shall answer any questions that the 
complainant may have regarding the City policy. The Counselor shall also 
inform the complainant about the other available options, such as filing with the 
Personnel Department’s Sexual Harassment Counselor, and State and Federal 
compliance agencies. The complainant shall also be informed that under the 
City Procedure, complaints may be considered untimely if the action(s) occurred 
more than one year prior to the filing of the complaint; allegations brought to 
State or Federal compliance agencies may have different filing time limitations 
which should be confirmed by the complainant with the agencies. The 
complainant will be notified if the time to file with outside agency appears likely to 
run out before the internal investigation is completed. 

2. The Counselor shall listen to the complainant’s allegations and discuss the 
complained actions with the discretion, sensitivity and due concern for the dignity 
of those involved. The complainant shall be asked what remedies he or she 
feels would resolve the complaint. The Counselor shall inform the complainant 
that while every reasonable effort will be made to protect the confidentiality and 
privacy of the individuals involved, the conduct of an investigation requires that 
the alleged harasser be informed of the allegations, and that witnesses be 
interviewed. 

3. The Counselor shall fully record and document the complaint and the requested 
remedies. 

4. The Counselor shall conduct a complete and timely investigation into the 
complaint, including conducting interviews with witnesses and the alleged 
harasser(s). If the alleged harasser is the General Manager of the complainant’s 
department, the advice of the City Attorney may be requested. 

5. If the complaint is against a non-employee, the Counselor shall conduct an 
investigation as indicated above. The extent of the City’s control and any other 
legal responsibility which the City may have with respect to the conduct of the 
non-employee shall be considered. 

If the investigation finds that sexual harassment occurred during the scope of 
work for a non-employee, this information must be forwarded to their employer 
for corrective action. If the non-employee has no employer affiliation, such as a 
private citizen, appropriate action should be taken to prevent a reoccurrence. 
Such action may include modification of assignments to ensure no future contact, 
provide or add security, etc. 

Each case for non-employees must be handled on an individual basis to 
determine the most effective remedy to stop the sexual harassment. 

6. Upon completion of the investigation, the Counselor shall draft a report on the 
investigation, which shall include findings on whether the allegations have been 
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substantiated. Copies of the report shall be provided to the management of the 
Department and the complainant. Where appropriate disciplinary actions have 
been taken, the complainant may be so informed without disclosing the specific 
nature of the actions. If the alleged harasser is the General Manager of the 
complainant’s department, the advice of the City Attorney may be requested. 

7. If the complainant is not satisfied with the way the sexual harassment complaint 
has been resolved, the Counselor shall again fully inform the complainant of his 
or her additional rights under the law, including filing under the City’s 
Discrimination Complainant Procedure or with State or Federal compliance 
agencies. 

8. The Counselor shall maintain all documentation of the complaint and the 
investigation, information concerning the resolution of the complaint, and 
whether the complainant was satisfied with the department’s efforts, in 
accordance with the City’s Records Retention Program. The documentation 
shall be made available to the Personnel Department, if requested, for further 
investigative or auditing purposes. 


Responsibilities of the Personnel Department’s Sexual Harassment Counselor 

An employee who has been sexually harassed may chose to file a complaint with the 
Personnel Department’s Sexual Harassment Counselor. The Personnel Department’s 
Sexual Harassment Counselor has the following responsibilities: 

1. The Counselor will be available at (213) 473-9123 to discuss sexual harassment 
issues with complainants, shall fully inform employees about the City’s sexual 
harassment policies and complaint procedures, and shall answer any questions 
that the complainant may have regarding the City’s policy, or the other options 
available to them. Complainants will be notified if the time to file with an outside 
agency appears likely to run out before the internal investigation is completed. 

2. The Counselor shall listen to the complainant’s allegations and discuss the 
complained of actions with discretion, sensitivity and due concern for the dignity 
of those involved. The complainant will be asked if the department has been 
informed of the allegations, if an investigation was conducted by the department 
and the result of that investigation. The complainant will be asked if he or she 
wishes the Counselor to: 

a. pursue an informal investigation and, where appropriate, seek a 
resolution to the complaint without a formal investigative report; or, 

b. open a formal investigation into the allegations. 

3. If the complainant requests an informal attempt at a resolution, the Counselor 
shall, where appropriate, make preliminary efforts to resolve the complaint with 
the assistance of the department’s Sexual Harassment Counselor. The actions 
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taken by the Counselor and the department will be documented, and the 
complainant will be informed of the outcome of the informal investigation. 

4. If the complainant is not satisfied with the results of the informal investigation he 
or she may file a formal complaint utilizing the City’s Discrimination Complaint 
Procedure. At the time of the filing of a formal complaint, the complainant shall 
also be informed of the other options available, including filing the complaint with 
the State or Federal compliance agencies. 

5. Investigative procedures and protections for the complainant, the alleged 
harasser, and witnesses previously noted in this Procedure under Employee 
Rights and Responsibilities and Responsibilities of the Department Sexual 
Harassment Counselor shall apply to the conduct of the investigation by the 
Personnel Department’s Sexual Harassment Counselor or other staff analysts. 
The report of the investigation of the complainant’s allegations(s), including the 
investigator’s findings and recommendations shall be presented to the Board of 
Civil Service Commissioners in accordance with the City’s Discrimination 
Complaint Procedure, unless the Counselor is able to resolve the complaint to 
the complainant’s satisfaction prior to the scheduled hearing before the 
Commission. 


The City’s Discrimination Complaint Procedure 

The City’s Discrimination Complaint Procedure gives employees and applicants the 
right to file a written complaint with the City’s Civil Service Commission. The complaint 
must deal with a City action, procedure or practice in hiring or employment which the 
employee or applicant believes to be discriminatory. Sexual harassment is a form of 
sex discrimination. Complaints filed in accordance with the City’s Discrimination 
Complaint Procedure must be filed within one year of the alleged act of discrimination. 


State and Federal Compliance Agencies 

Employees or applicants who believe they have been sexually harassed have the right 
to file a complaint with State and/or Federal compliance agencies and/or in State or 
Federal court. However, time limits for filing complaints with compliance agencies vary 
and complainants should check directly with those agencies for specific information. 

The State and Federal compliance agencies may be contacted at the following 
addresses: 


STATE 

FEDERAL 

Department of Fair Employment and Housing 

Equal Employment Opportunity Commission 

611 West Sixth Street, Suite #1500 

255 E. Temple Street, Fourth Floor 

Los Angeles, CA 90017 

Los Angeles, CA 90012 

(800) 884-1684 

(213) 894-1000 or (213) 894-1111 

TTY (800) 700-2320 
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REASONABLE ACCOMMODATION 
ASSESSMENT GUIDELINES 

I. POLICY 

The City of Los Angeles is committed to maintaining a discrimination-free workplace. It 
is our intent to provide equal employment opportunity to individuals with disabilities by 
ensuring that selection and employment practices include efforts to reasonably 
accommodate medically restricted employees and candidates for employment by fully 
complying with federal and California state laws. 

II. OVERVIEW 

Federal and California state law prohibit discrimination in all employment practices on 
the basis of disability. The purpose of this discussion is to provide an overview of legal 
obligations under the law and to provide general guidelines for conducting reasonable 
accommodation assessments for job applicants and current City employees with 
disabilities. 

These guidelines include some of the basic analytical tools used in reasonable 
accommodation assessments. However, these guidelines should not be considered a 
comprehensive of finite methodology for consideration of reasonable accommodation 
requests. Accommodation requests require that evaluations be made on a case-by- 
case basis with attention to the unique features of each case. Sample accommodation 
assessment forms are included in these guidelines. Departments are encouraged to 
use or customize these forms to meet the needs of the department. 

III. DEFINITIONS 

Disability 

The federal Americans with Disabilities Act (ADA) defines an individual with a disability 
as a person who: 

1. Has a physical or mental impairment that substantially limits one or more 
major 

life activities; 

2. Has a record of such an impairment, or; 

3. Is regarded as having such an impairment. 

The California Fair Employment and Housing Act (FEHA) defines an individual with a 
disability as a person who: 
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1. Has a physical or mental impairment that limits a major life activity; 

2. Has a record or history of such impairment; or 

3. Is regarded as having such impairment. 

The California disability law provides greater protections for disabled persons than the 
ADA. The definitions of physical and mental disability require a “limit” upon a major life 
activity, but does not require a substantial limitation as defined under ADA. Additionally, 
the limitation on a major life activity shall be determined without respect to any 
mitigating measures. This includes measures such as medications, assistive devices, 
prosthetics or reasonable accommodations, unless the mitigating measure itself limits a 
major life activity. Major life activities are broadly construed and includes physical, 
mental and social activities and working. Working is a major life activity regardless of 
whether the actual or perceived working limitation implicates a single job or a broad 
class of jobs. 

When determining whether an impairment constitutes a disability under the law, it is 
important to consider: 

1. The nature and severity of the impairment, how long is it expected to last? 

2. What is the permanent, long term, or expected impact on the individual? 

Temporary, non-chronic impairments that do not last for a long time or have little impact 
on a major life activity usually are not disabilities. For example, medical limitations 
arising from a sprain, infection, or flu would not meet the requirements of a bona fide 
disability. Similarly, a physical condition that is not the result of a physiological disorder, 
such as pregnancy, or a predisposition to a certain disease would not be an impairment. 

Having a record of a disability would include a person with a history of cancer or a 
person with a history of mental illness. People who are regarded as having or treated 
as having a disability include, for example, people who are severely disfigured. 

Essential Functions 

Essential functions are the fundamental job duties of the position. This does not include 
marginal functions of the position. For example, driving is an essential function for the 
class of Delivery Driver, while answering telephones in the office while not making 
deliveries might be a marginal function. 

Qualified Individual with a Disability 

A person with a disability who meets legitimate skill, experience, education and other 
job-related requirements of a position held or sought and who can perform the essential 
functions of the position with or without an accommodation. 

Reasonable Accommodation 

Any modification or adjustment to a job, employment practice or the work environment 
that enables an individual with a disability to participate in an application process or to 
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perform the essential job functions. Such modifications may include: making existing 
facilities accessible and usable; job restructuring; part-time or modified work schedule; 
reassignment to a vacant position (for current employees); acquisition or modification of 
examinations, training materials, or policies; and providing qualified readers or 
interpreters. 

Undue Hardship 

An undue hardship is a requested accommodation that requires significant difficulty or 
expense in relation to the size of the employer, the resources available and the nature 
of the operation. It may include any action that is unduly costly, extensive, substantial, 
disruptive or would fundamentally alter the nature or operations of the business. 

IV. REASONABLE ACCOMMODATIONS - LEGAL OBLIGATIONS 

Many individuals with disabilities are qualified to perform the essential functions of jobs 
without any accommodations. However, if an individual with a disability who is 
otherwise qualified cannot perform one or more essential job functions because of the 
disability, departments must consider whether there are modifications or adjustments 
that would enable the person to perform these functions. 

Reasonable accommodation is a means of overcoming unnecessary barriers in the 
workplace and the work environment that might exclude qualified individuals with 
disabilities from certain jobs and employment opportunities. City departments should 
consider reasonable accommodation of work restrictions of job candidates and 
employees with disabilities on a case-by-case basis. 

The following is an overview of the reasonable accommodation legal obligations 
required by the federal ADA and state FEHA laws. 

• An employer must provide a reasonable accommodation to the known physical 
or mental limitations of a qualified applicant or employee with a disability unless it 
can show that the accommodation would impose an undue hardship on business 
operations. 

• The obligation to provide a reasonable accommodation applies to all aspects of 
employment. This duty is ongoing and may arise anytime a person’s disability or 
job changes. 

• An employer cannot deny an employment opportunity to a qualified applicant or 
employee because of the need to provide reasonable accommodations, unless it 
would cause undue hardship. 

• An employer does not have to make an accommodation for an individual who is 
not otherwise qualified for a position. 
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• Generally, it is the obligation of the prospective employee or employee with a 
disability to inform the employer that an accommodation is needed to participate 
in an application process, to perform essential functions, or to receive equal 
benefits and privileges of employment. The individual does not have a 
specifically request a reasonable accommodation but merely has to let the 
employer know that some adjustment or change is needed to perform a job 
because of the limitations caused by a disability. 

• An employer must engage in a good faith, timely and interactive process with a 
disabled prospective employee or employee who requests an accommodation. 
The department should document these efforts. 

• If an individual requests an accommodation, the employer may request 
documentation of the individual’s functional limitations to support the request. 
Departments may request documentation in the form of a letter from the 
individual’s private physician and/or refer the individual to the Personnel 
Department’s Occupational Health Services Division (OHSD) for a medical 
evaluation to determine work limitations if the individual has been given an offer 
of employment or is a current employee. Departments are advised not to inquire 
as to the nature of the disability. 

• A qualified individual with a disability has the right to refuse an accommodation, 
however, if the individual cannot perform the essential job functions without an 
accommodation, the individual may not be qualified for the position. 

• If the cost of an accommodation would impose an undue hardship on the 
employer, the individual with a disability should be given the option of providing 
the accommodation or paying that portion of the costs which would constitute an 
undue hardship. If a department believes that an accommodation would impose 
an undue hardship, the Personnel Department’s City-wide Placement 
Coordinator and the ADA Compliance Officer in the Department on Disability are 
available to discuss your findings and conclusions. 

• Reasonable accommodation does not have to be the exact accommodation 
request by an applicant/employee as long as what is offered as a reasonable 
accommodation will allow the individual to perform the essential functions of the 
job. 

V. MEDICAL EXAMINATIONS - LEGAL OBLIGATIONS 

Medical examinations and inquiries may be necessary in order to evaluate the ability of 
applicants and employees to perform essential job functions or to promote health and 
safety on the job. The following is an overview of the medical examination legal 
obligations required under ADA and FEHA: 
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• An employer may not require a job applicant to take a medical or psychological 
examination, respond to medical, psychological or disability-related inquiries or to 
provide information about worker’s compensation claims before a job offer is 
made. 

• An employer must determine if they can reasonably accommodate work 
limitations identified through a post-offer medical examination. 

• If an individual is not hired because a post-offer inquiry reveals a disability, the 
reason(s) for not hiring must be job-related and necessary for the business. The 
employer must also show that no reasonable accommodation was available that 
would enable this individual to perform the essential job functions, or that 
accommodation would impose an undue hardship. 

• After a person starts work, a medical examination or inquiry of an employee must 
be job-related and necessary for the business. Reasons for medical 
examinations may include situations where there is evidence of a job 
performance or safety problem, examinations to determine current fitness to 
perform a particular job, examinations that are required by other state or federal 
laws, and voluntary examinations that are part of employee health programs. 

• An employer may conduct a medical examination of an employee who has an 
on-the-job-injury which appears to affect the individual’s ability to perform the 
essential functions, provided that the examination is job-related and consistent 
with business necessity. A job-related medical examination (not a general 
physical examination) may also be required when a worker wishes to return to 
work after an extended absence due to an accident or illness. 

• Tests for illegal drugs are not medical examinations under the law and are not 
subject to the restrictions of such examinations. Persons who are no longer 
using drugs illegally and are receiving treatment for drug addiction or who have 
been rehabilitated successfully are protected by FEHA and ADA from 
discrimination on the basis of past drug addiction. 

• Unlike a current illegal drug user, a person who currently uses alcohol is not 
automatically denied protection simply because of the alcohol use. An alcoholic 
is a person with a disability under the law and may be entitled to consideration of 
a reasonable accommodation, if the individual is qualified to perform the 
essential duties of the job. An employer may discipline, discharge, or refuse 
employment to an alcoholic whose use of alcohol adversely affects job 
performance or conduct to the extent that the individual is not qualified. 

• All work limitation-related information must be kept confidential except: 

o Supervisors and managers must be informed about necessary work 
restrictions and any accommodations; 
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First aid and safety personnel may be informed, when appropriate, if the 
disability might require emergency treatment or if any specific procedures 
are needed in case of fire or other evacuations; 


o Government officials investigating compliance with ADA or FEHA should 
be provided the information upon request; 

o Relevant information may be provided to state workers’ compensation 
offices or “second injury” funds I accordance with state workers’ 
compensation laws; 

o Relevant information may be provided to insurance companies where the 
company requires a medical examination to provide health or life 
insurance. 

VI. WORK RESTRICTIONS 

A private physician, OHSD or Worker’s Compensation doctors may provide relevant 
information about the functional abilities, limitations and/or work restrictions of an 
individual with a disability. The doctors should be viewed in the capacity of advisors 
and are not to be held accountable for determining whether or not a disabled individual 
can be accommodated. The employing department bears the ultimate responsibility for 
deciding whether or not a disabled individual is qualified for a position, and if a 
reasonable accommodation can be provided for an individual who cannot perform one 
or more essential functions because of a disability. 

VII. REASONABLE ACCOMMODATIONS ASSESSMENT PROCEDURE 
A. Requesting a Reasonable Accommodation 

An employee may request an accommodation through the supervisor or the 
Department’s Reasonable Accommodations Coordinator for a non-industrial disability. 
Written verification of the limitations from the employee’s physician should accompany 
the request. Departments may refer individuals to OHSD for further evaluation, 
depending on the nature of the limitations and the requested accommodation. 
Information regarding the specific medical condition cannot be required as that 
information is confidential. 

Workers’ Compensation Division of the Personnel Department will advise Departments 
of an employee’s work restrictions once their condition becomes permanent and 
stationary. Departments must respond back to Workers’ Compensation Division 
regarding their ability to accommodate the employee’s work restrictions. There are 
additional remedies afforded to industrially injured workers, such as vocational 
rehabilitation. However, vocational rehabilitation is not considered an accommodation 
and does not eliminate the department’s responsibility to continue efforts to reasonably 
a ccommodate an employee. Please be aware that an employee may receive a findin g 
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of a disability by Workers’ Compensation, however, that employee may not meet the 
criteria under ADA or FEHA to be considered disabled. 


B. Establish Essential Functions 

Essential functions are the fundamental job duties of the employment position a person 
holds or desires. These duties must be performed by the person in the position with or 
without an accommodation; otherwise the absence of these duties would create an 
undue hardship on business operations or change the proper classification for the 
position. In cases where employees are assigned to a work crew or frequently move 
from position to position within a certain unit, the essential functions of the crew or unit 
must be determined as opposed to the essential functions of a single position. 

In identifying an essential function, it is important to focus on the purpose of the task 
and the result to be accomplished rather than the manner in which the duty is presently 
performed. If a disabled individual has a physical or mental limitation that presents one 
or more conflicts with the essential duties of the job, the mere fact that a conflict exists 
does not establish that the individual cannot be accommodated. The disabled worker 
may be qualified to perform essential functions if an accommodation enables this 
person to perform the job in a different way. The law does not require employers to 
change or reassign essential functions, after the quality or quantity of work that must be 
performed or set lower standards for the job. ADA and FEHA require only that the 
qualifications of an individual with a disability be evaluated in relation to the essential 
functions of the job and that a reasonable accommodation be considered when a known 
limitation prevents a qualified individual from performing one or more essential job 
functions. 

Conducting a job analysis or referring to a number of different sources can determine 
essential functions. The most effective method of determining essential functions is by 
obtaining information from employees who are currently performing the job, and their 
supervisors. Every supervisory level removed from the job in question increases the 
possibility of an inaccurate supervisory evaluation. Other helpful sources may be 
current position descriptions, prior job analyses or accommodation evaluations, or any 
other material that details the duties of the relevant position. 

The following are examples of how a job function could be considered essential: 

a) The position exists to perform the function. 

b) Only a limited number of other employees are available to perform the function or 
among whom the function can be distributed. 

c) A function is highly specialized and the person in the position is hired for special 
expertise or ability to perform the job. 

d) A significant amount of time is spent performing the function. Generally, job 
duties frequently performed tend to be essential. Some exceptions are 
frequently performed duties that may be easily shared with other employees or 
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infrequently performed duties that may be essential if no one else is available or 
capable of performing the duties. 


C. Good Faith Negotiations 

When an accommodation has been requested, an employer is required to discuss the 
limitations and proposed accommodation with the disabled employee. The law provides 
that the discussions must be timely in relation to the request, interactive and done in 
good faith. This provision is designed to assist the employer to better understand what 
the employee’s limitations may be, discuss alternative accommodation choices and 
include the employee in an accommodation assessment procedure for a more 
comprehensive result. 

D. Consider Reasonable Accommodations 

Consideration of reasonable accommodation involves analysis of how the essential 
functions of a particular job may be performed in a different manner than usual. The 
following are examples of workplace modifications that may be provided as an 
accommodation. Other accommodation strategies may be necessary depending on the 
particular circumstances of the case. 

Job Restructuring - Departments are not required to reallocate essential job 
functions, but a reasonable accommodation could be modifications of essential 
functions by changing when and how they are done. For example, a person who 
has a disability that makes it difficult to write may be allowed to computerize 
records that have been maintained manually. Another example is removal of 
non-essential duties that are problematic. 

Modified Work Schedules - Many people with disabilities are fully qualified to 
perform jobs with the accommodation of an adjustment ot their work hours or 
week. For example, a flexible work schedule may reasonably accommodate an 
individual who requires special medical treatment or needs rest period because 
of a disability. Similarly, a modified work schedule may accommodate an 
individual with mobility impairment who experiences problems using public 
transportation during peak hours or who depends on special Para-transit 
schedules. 

Flexible Leave Policies - People with disabilities may require special leave for a 
number of reasons, such as medical treatment related to the disability, training in 
the use of an assistive device, repair of a prosthesis/equipment or temporary 
adverse conditions of the work environment. The law does not require an 
employer to provide additional paid leave as an accommodation. 

Reassignment to a Vacant Position - Consideration of reassignment is only 
required for current employees, not job applicants. Reassignment may be 
appropriate if an employee becomes disabled, a disability becomes more severe, 
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or changes in the work process or work equipment affects the employee’s job 
performance. ADA and FEHA do not require an employer to create a new job, 
nor promote an individual with a disability as a reasonable accommodation. 
Reassignment should be considered first to a position equivalent to the one 
presently held by the individual in terms of pay and job status, if the employee is 
qualified and if such position is vacant or will be vacant in a reasonable amount 
of time. 

Charter Section 1014 Special Reassignment - Civil service employees may 
have an opportunity for a Charter Section 1014 Special Reassignment. This 
provides for status and seniority for civil service employees in classes other than 
those for which there were examined where an employee is incapable of 
performing satisfactorily the duties of this/her position because of injury, sickness 
or disability. The employee must agree to the reassignment, must meet the 
minimum qualifications for the class and be capable of performing the required 
duties and the change of class status may not result in a promotion. Charter 
Section 1014 Special Reassignment requests must be approved by the 
Personnel Department. 

Reversion - Reversion to a former class held by an employee which can 
accommodate their work restrictions is also possible. However, this typically will 
be considered as one of the last options since it usually results in decreased 
wages. 

Acquisition or Modification of Equipment/Devices and Personal Services - 

Many devices exist that make it possible for people with disabilities to overcome 
existing barriers to performing functions of a job. There are many ways standard 
equipment can be modified to enable people with different functional limitations 
to perform jobs effectively and safely. Further, most applicants and employees 
with disabilities have experience in accommodating their disabilities and can 
suggest effective low cost devices or equipment. Some examples of 
accommodation through acquisition or modification of equipment are light weight 
tools and hand trucks that allow people with lifting or pulling limitations to perform 
their job with minimal strain; Telecommunication Devices for the Deaf (TTDs) 
make it possible for hearing and/or speech impaired individuals to communicate 
over the telephone; special software for standard computers that can enlarge 
print or convert print documents to spoken words for people with vision or 
reading disabilities; and rearrangement of office furniture and equipment to 
provide accessibility for people with vision or mobility impairments. Personal 
assistants may also be utilized to provide such services as reading for vision 
impaired individuals or sign language interpreters for hearing impaired 
individuals. However, it should be noted that employers are not required to hire 
personal assistants to perform the essential functions of a position for a disabled 
employees. 

The Department on Disability administers an ADA/504 Accommodations Fund 
which may be utilized to provide financial assistance for worksite modifications, 
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special equipment or personal services contracts. This department should be 
contacted directly for further information. 

Adjusting and Modifying Examinations - Reasonable accommodation for a 
test must be provided only if requested by the individual with a disability, but 
departments have an obligation to inform job applicants in advance that a test will 
be given so that an individual who needs an accommodation can make such a 
request. Accommodations may be needed to assure that tests or examinations 
measure the actual ability of an individual to perform job functions rather than 
reflecting limitations caused by the disability. Tests must be given in a format 
that does not require the use of the impaired skill, unless that is the job-related 
skill the test is designed to measure. For example an individual with a visual or 
learning disability might be allowed more time to take a test, unless that test is 
designed to measure speed required on the job. An applicant who has difficulty 
reading because of dyslexia should be given an oral rather than a written test, 
unless reading is an essential function. 

Adjusting or Modifying Training - Examples of training accommodations are 
providing accessible training sites, supplying training materials in alternate 
formats and modifying the manner in which training is provided. It may be a 
reasonable accommodation to allow more time for training or to provide extra 
assistance to people with learning disabilities, provide materials on tape, large 
print or via a computer to assist employees with various limitations. 

E. Document the Evaluation 

It is important that the key elements of the accommodation evaluation be effectively 
documented. Documentation is necessary to show that a reasonable accommodation 
was discussed and considered and to justify the outcome of the assessment. This 
documentation will become critical should a subsequent discrimination complaint be 
filed. Documentation should include all requests for accommodations, work restrictions, 
determination of essential functions, efforts to accommodate, placement offers, 
response to placement offers, all correspondence, reasons for non-accommodation and 
a method to track employees with restrictions to ensure that the accommodation needs 
continue to be met and/or make changes as necessary. 

It is also helpful to maintain the results of an evaluation for future reference in the event 
that a person with similar limitations is considered for reasonable accommodation in the 
same or similar position. 

F. Non-Accommodation 

If the findings of an evaluation indicate that an employee cannot perform the essential 
functions of a job due to a non-industrial disability and the department is unable to 
provide a reasonable accommodation following an exhaustive internal search, the 
department should notify the employee in writing that his/her work limitations cannot be 
reasonably accommodated. _ 
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If an employee has work restrictions as a result of an industrial injury, the Workers’ 
Compensation Division will ask the employee’s department if they can provide a 
reasonable accommodation. If the department cannot provide an accommodation, the 
Workers’ Compensation Division will advise the employee in writing of the non¬ 
accommodation. The employee may be entitled to receive vocational rehabilitation 
benefits. 

In either of the above situations, the department should refer the case to the Personnel 
Department’s City-wide Placement Coordinator for further assistance. 

G. Citywide Placement Coordinator 

If, after a thorough assessment it is determined that a reasonable accommodation 
cannot be made, the department may refer the case to the Personnel Department’s 
Citywide Placement Coordinator. Once the department’s documentation has been 
reviewed to verify that the department cannot make a reasonable accommodation, the 
Placement Coordinator will conduct a Citywide search to try to place the employee in 
another City department. While this Citywide search is active, department should 
continue their own internal efforts to accommodate the employee as positions become 
available. The employee may use their accumulated paid leave (vacation or overtime) 
or be placed on an unpaid leave of absence. 
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REASONABLE ACCOMMODATION ASSESSMENT FORM 
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PHYSICAL DEMANDS OF THE JOB 


Physical Activity 

Not Present 

Occasional 

Frequent 

Constant 

Hours 
Per Day 

Writing 






Typing 






Sitting 






Standing 






Walking 






Climbing 






Bending/Stooping 






Kneeling/Squatting 






Crawling 






Twisting 






Lifting: 1 to 10 lbs. 






11 to 25 lbs. 






26 to 50 lbs. 






51 to 75 lbs. 






76 to 100 lbs. 






Over 100 lbs. 






Carrying: 1 to 10 lbs. 






11 to 25 lbs. 






26 to 50 lbs. 






51 to 75 lbs. 






76 to 100 lbs. 






Over 100 lbs. 






Push/Pull: 1 to 10 lbs. 






11 to 25 lbs. 






26 to 50 lbs. 






51 to 75 lbs. 






76 to 100 lbs. 






Over 100 lbs. 






Reaching above 
shoulder level 






Reaching at or below 
shoulder level 






Other 
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HAND MANIPULATION 

Hand 

Not Present 

Occasional 

Frequent 

Constant 

Hours Per Day 

Gross Manipulation 






Right Hand 






Left Hand 






Simple Grasping 






Right Hand 






Left Hand 






Power Grasping 






Right Hand 






Left Hand 






Fine Grasping 






Right Hand 






Left Hand 






Hand Twisting 






Right Hand 






Left Hand 






Other 






Right Hand 






Left Hand 






Mental Activity 

MENTAL DEMANDS OF THE JOB 

Not Present Occasional Frequent Constant 

Hours Per Day 

Interacting with people 
beyond giving and 
receiving instructions. 






Completing multiple 
tasks with various 
deadlines. 






Organizing, directing, 
planning or coordinating 
activities. 






Interpreting and 
comprehending complex 
documents. 






Making decisions based 
on measurable and 
verifiable data. 






Performing precision 
work according to set 
standards/procedures. 






Performing under stress 
in emergency, critical or 
dangerous situations. 






Other. 
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| WORKING/ENVIRONMENTAL CONDITIONS 

Conditions 

Yes 

No 

Description 

Driving cars, trucks, forklifts or 
other moving equipment. 




Walking on uneven surfaces. 




Work near hazardous 
equipment and machinery. 




Exposure to dust, gas or 
fumes. 




Exposure to hazardous waste 
or chemicals. 




Exposure to extremes or 
variations in temperature. 




Work at heights. 




Work in confined spaces. 




Exposure to loud noise. 




Work requiring the ability to 
localize sounds. 




Work requiring the ability to 
visually distinguish colors. 




Work subject to physical 
altercations with suspects. 




Other. 
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| REASONABLE ACCOMMODATION ASSESSMENT || 

Description 

Yes 

No 

Did the job applicant/employee request an accommodation because of 
some limitation(s) caused by a disability? 

Comments: 




Was the job applicant/employee consulted for suggestions on how to 
effectively accommodate his or her limitation(s)? 

Yes 

No 



Comments: 


Have other job applicants/employees with similar limitations been 
accommodated in the same type of job in question? 

Yes 

No 



Comments: 


Other: 
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| CONSIDERATION OF REASONABLE ACCOMMODATION 


Reasonable 

Undue 

Hardship 

Not 

Applicable 

Work-site modification to allow accessibility. 




Job restructuring. 




Modified work schedule. 




Flexible leave policy. 




Reassignment to vacant position in current class. 




Charter Section 1014 Transfer to another class. 




Reversion to a former class. 




Modification of existing eguipment or devices. 




Acguisition of assistive eguipment or devices. 




Assignment of a personal assistant. 




Adjustment or modification of examination. 




Adjustment or modification training. 




Qualified reader or interpreter. 




Assistive eguipment or devices owned by job 
applicant/ employee. 




Accommodation(s) reguested by job 




applicant/employee: 
















Other accommodations considered: 




















Explain each undue hardship which has been checked. 
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FINAL EVALUATION 


Check One 

Work limitation(s) of job applicant/employee can be reasonably accommodated. o 

Work limitation(s) of job applicant/employee cannot be reasonably accommodated. o 

Job applicant/employee can perform the essential functions without accommodation. o 
Provide justification if job applicant/employee cannot be reasonably accommodated: 


Provide justification job applicant/employee can perform the essential functions without an 
accommodation: 


Comments: 


Signature(s) of approval: Date: 

I have been included in discussions regarding a reasonable accommodation. 

Applicant/Employee Signature Date 
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CITY OF LOS ANGELES 


POLICY ON THE HIV/AIDS EPIDEMIC 
SECTION TWO: THE CITY AS AN 
EMPLOYER 


(The entire City Policy on the HIV/AIDS Epidemic consists of 4 sections: (1) General Principles, 
(2) City Workplace Policies, (3) City’s Role in AIDS Prevention and System of Care, and (4) City 
Legislative Agenda. The entire Policy is set out in CF No. 85-0869519. The following is an 
excerpt dealing with the employment discrimination issues.) 

2.1 Personnel Issues 

2.1.a Discrimination 

No person with HIV disease, or perceived to have HIV disease, shall be 
discriminated against in hiring, promotion, referral for employment, job 
training, or employment status by any department or agency of the City 
of Los Angeles, [see generally Los Angeles Municipal Code Sections 
45.80 - 45.93] 

Linder no circumstances may an HIV antibody test, or any other test 
designed to directly or indirectly assess a person’s exposure to HIV, be 
used to screen employees or potential employees in hiring, job 
placement, or promotion. Employees may not be forced to take such a 
test under any circumstances, except where provided by statute, nor 
may employees be asked to take such a test, unless the employee is a 
source person or an exposed person in an exposure as provided in 
Section 2.2. 

In addition, contractors, vendors, grant applicants, or visitors and 
participants at any City facilities shall not be discriminated against on the 
basis of having or being perceived to have HIV disease. 

Employees or other persons who believe that rights have been violated 
and who are unable to achieve redress from their immediate supervisors 
or through higher supervisory channels, may bring a civil action pursuant 
to Los Angeles Municipal Code Section 45.90. 

2.1 .b Rights of Persons with HIV in the Workplace 

Persons infected with HIV shall be considered by the City of Los Angeles 
to have a medical disability, and City procedures governing employees 
with a medical disability shall apply. 
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Persons infected with HIV who are employed by the City of Los Angeles 
shall have the right to reasonable accommodation of their disability, in 
accordance with applicable statutes and case law. 
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2.1.c Privacy and Confidentiality 

The City of Los Angeles recognizes the need of HIV-infected employees 
for privacy and confidentiality in order to prevent AIDS discrimination. 

City departments shall revise policies, procedures, and staff training 
regarding personnel matters, including sick leave and reasonable 
accommodation, to ensure all employees’ privacy and confidentiality. 

Special staff training and written materials regarding employees privacy 
shall be developed by the Personnel Department and reviewed by the 
City Attorney. 

All employees shall be advised in writing and in special staff training that: 

1. No City employee, including an HIV-infected employee, may be 
compelled to disclose any information about his or her illness to any 
other employee except pursuant to the workplace safety 
investigation described in Section 2.2.g. 

2. Any medical information voluntarily disclosed by a City employee, 
including an HIV-infected employee, to another employee may not be 
further disclosed without the consent of the employee. Wrongful 
disclosure may result in disciplinary action and civil liability. 

2.1 .d Atmosphere of Support and Safety 

Departments shall take steps to ensure that employees with HIV 
understand that they may safely discuss their illness with supervisory 
personnel without fear of termination or any other recrimination, and that 
they have the full support of department management in maximizing 
their work potential during the course of their illness. 

Once such steps have been taken, departments must inform all 
employees of these steps in order to create an atmosphere in which 
employees with HIV feel safe and supported in voluntarily disclosing 
their situation, if they choose, to their supervisor, so that management 
and the employee may act as partners in accommodating the needs of 
the employee. 

2.1 .e Sick Leave and Benefits 

Employees with HIV shall have the same rights to sick leave and other 
benefits as any other employee. 
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If an employee has a pattern of extensive use of sick leave, and abuse is 
suspected, the City has a right to verify the validity of the claim and the 
extent of the impact of the illness on job performance, present and 
future. This right can be exercised by requesting that the employee 
provide either adequate documentation from a physician or a release for 
City personnel to consult with the employee’s physician directly, in 
accord with current City policy on sick leave monitoring. Such 
documentation and/or consultation shall be solely for the purpose of 
validating a sick leave claim and establishing its job impact, and shall not 
include the exact nature of the illness without the express consent of the 
employee. 

2.1 .f Counseling and Support Services 

Employees with HIV disease, and employees dealing with HIV-related 
issues (such as bereavement, the need to care for loved ones, or safer 
sex issues), shall be provided referral to appropriate, supportive 
counseling and support services. The City AIDS Coordinator shall 
develop and update a list of such referrals, and shall distribute the list to 
all departments. 

2.1.g Bereavement Leave 

The City Council has previously voted to “extend family sick leave and 
bereavement leave benefits to City employees with domestic partners in 
accordance with Recommendation #104 of the Task Force on Family 
Diversity” (Council file #84-0726). This same action specifically 
approved inclusion of domestic partners in the definition of “immediate 
family” for family sick leave and bereavement leave allowances. Such 
benefits are subject to the collective bargaining process where 
appropriate. 

2.1 .h Refusal to Work With an Employee With HIV 

Employees who refuse to work with a fellow employee with HIV shall be 
counseled and provided adequate access to HIV transmission 
information. 

Following such education and counseling, if an employee continues to 
refuse to work with an HIV-infected employee, that employee may be 
subject to disciplinary action. 

Supervisory personnel shall be responsible for taking all necessary steps 
to promote and maintain a work environment free of harassment of any 
kind against persons with HIV infection. 
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2.1.i Procedure Review 

All City Departments shall review all personnel policies and procedures 
in order to bring them into compliance with this section. 
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CITY OF LOS ANGELES 
INTER-DEPARTMENTAL CORRESPONDENCE 

Date: November 19, 1993 

To: All City Employees 

From: Personnel Department 

Subject: MAINTAINING A DRUG-FREE WORKPLACE 


On November 18, 1988, the Federal Government signed into law the Drug-Free 
Workplace Act of 1988. The Act requires direct contractors and grantees of Federal 
agencies to certify that they will provide a drug-free workplace as a precondition of 
receiving a Federal contract or grant. In order to ensure that the City of Los Angeles is 
in compliance with the provisions of the Drug-Free Workplace Act, this memorandum 
serves to advice all City employees of the City’s policy with respect to maintaining a 
drug-free workplace. 

The City of Los Angeles acknowledges that the use of controlled substances in the 
workplace negatively affects employee health, work performance, and productivity. It is, 
therefore, the policy of the City to prohibit the manufacture, distribution, dispensing, 
possession, or use of any controlled substance in the workplace. 

Citing a recent Federal government report, the Institute for a Drug-Free Workplace 
reports that those who illicitly use drugs are 

• two and one-half times more likely to have absences of eight days or more. 

• nearly four times more likely to injure themselves or another person in a 
workplace accident, 

• and five times more likely to be injured in an accident off the job which, in 
turn, affects attendance or performance on the job. 

Drug abuse can result in a wide spectrum of extremely serious health problems, 
including disruption of normal heart rhythm, small lesions of the heart, high blood 
pressure, leaks in blood vessels in the brain, permanent memory loss, kidney failure, 
pulmonary damage, and, in the most serious instances, heart attack, stroke and death. 

It is the responsibility of every City employee to adhere to the City’s policies, to report to 
work unimpaired by drugs, and to seek assistance prior to drug abuse affecting work 
performance or endangering lives and property. Moreover, City policies provide 
standards and disciplinary guidelines which address the issue of drugs in the workplace. 

In accordance with the Drug-Free Workplace Act, it is the responsibility of City 
employees working in City departments that receive Federal grant funds to notify their 
supervisor within five days of a judicial conviction for drug-related activities which 
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occurred in the workplace. In turn, the City is required under this Act to notify the 
Federal agency of that conviction within ten days of receiving notice of the conviction. 
Within 30 days of the conviction, the City is required to take disciplinary action against 
the employee in accordance with the City’s disciplinary guidelines or refer the employee 
to an approved drug abuse assistance or rehabilitation program. 

City employees are encouraged to seek counseling and rehabilitation for drug abuse 
before such problems affect their performance. Assistance is available through the 
City’s health plans and civilian Employee Assistance Program (EAP) and departmental 
and/or union-sponsored EAP’s. 
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GUIDE TO EMPLOYMENT-RELATED 
INQUIRIES 

JANUARY 2003 


The Guidelines outlined in the following pages should be applied to all 
employment-related inquiries or processes, including, but no limited 
to, application forms, interview questionnaires and other selection 
processes used in connection with appointment, promotion, 
assignment and other employment related processes. 

In order to be considered a lawful inquiry, an inquiry or request for 
information must be job-related. Therefore an inquiry shown as lawful 
below could be deemed unlawful if it is not job related and serves no 
job-related purpose. 


Prepared by: 

EEO/ED Programs Division 
Personnel Department 
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LEGAL AND ILLEGAL PRE-EMPLOYMENT INQUIRIES GUIDELINE 
NOVEMBER 2002 


SUBJECT 

LAWFUL PRE-EMPLOYMENT 
INQUIRIES 

UNLAWFUL PRE-EMPLOYMENT 
INQUIRIES 

Address or Duration 
of Residence 

Applicant’s place of residence. 

How long applicant has been a 
resident of this state or city. 

Inquiries that are not job-related or 
serve no job related purpose. 

Age 

Inquiries as to whether applicant is 

18 years old or older, for the purpose 
of determining whether he/she is of 
legal age for employment. 

Inquiry as to whether applicant meets 
any designated age requirement 
specified for the classification he/she 
is applying for. 

Requirement that an applicant 
produce proof in the form of a birth 
certificate or Baptismal record. 

Any inquiry which implies a 
preference for persons under 40 years 
of age. 

Arrests 

Whether applicant has ever been 
convicted of a crime. 

Whether applicant has any felony 
charges pending against him/her. 

Inquiry regarding arrests which did not 
result in conviction. 

Birthplace 

None. 

Birthplace of applicant. 

Birthplace of applicant’s parents, 
spouse or other close relatives. 

Citizenship 

Whether applicant is prevented from 
lawfully becoming employed in this 
country because of visa or 
immigration status. 

Whether an applicant is naturalized or 
a native born citizen; the date when 
the applicant acquired citizenship. 

Requirement that applicant produce 
his/her naturalization papers or first 
papers. 

Whether applicant’s parents or 
spouse are naturalized or native born 
citizens of the United States; the date 
when such parents or spouse 
acquired citizenship. 
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SUBJECT 

LAWFUL PRE-EMPLOYMENT 
INQUIRIES 

UNLAWFUL PRE-EMPLOYMENT 
INQUIRIES 

Disability/Health 

Whether applicant is able to perform 
the essential functions of the job for 
which the applicant is applying, with 
or without reasonable 
accommodation. 

Inquiries about the nature, severity or 
extent of a disability or whether the 
applicant requires reasonable 
accommodation. 

Whether applicant has applied for or 
received workers’ compensation. 

Any inquiry that is not job related or 
consistent with business necessity. 

Education 

Inquiry into the academic, vocational 
or professional education of an 
applicant and the public and private 
schools he/she has attended. 

Inquiry as to how applicant acquired 
ability to read, write or speak a foreign 
language. 

Experience 

Inquiry into work experience. 

Inquiries that are not job-related or 
serve no job related purpose. 

Family 

Whether applicant can meet 
specified work schedules or has 
activities, commitments or 
responsibilities that may prevent 
him/her from meeting work 
attendance requirements. 

Specific inquiries concerning spouse, 
spouse’s employment or salary, 
children, child care arrangements, or 
dependents. 

Height and Weight 

Being of a certain height or weight 
will not be considered to be a job 
requirement unless the employer can 
show that all or substantially all 
employees who fail to meet the 
requirement would be unable to 
perform the job in question with 
reasonable safety and efficiency. 

Any inquiry which is not based on 
actual job requirements and not 
consistent with business necessity. 

Marital Status 

None. 

Requirement that an applicant provide 
any information regarding marital 
status or children. 

Medical History 

None. 

All inquiries into an applicant’s 
medical history are prohibited. 

Military Experience 

Inquiries concerning education, 
training, or work experience in the 
armed forces of the United States. 

Type or condition of military 
discharge. 

Inquiry into applicant’s military service 
not in the Armed Forces of the United 
States, in the State Militia or National 
Guard. 

Request for discharge papers. 
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SUBJECT 

LAWFUL PRE-EMPLOYMENT 
INQUIRIES 

UNLAWFUL PRE-EMPLOYMENT 
INQUIRIES 

Name 

Whether applicant has worked for the 
City or another employer under a 
different name and, if so, what name. 

Name under which applicant is 
known to references if different from 
present name. 

Original name of an applicant whose 
name has been changed by court 
order or otherwise. 

Inquiries about a name which would 
divulge marital status, lineage, 
ancestry, national origin or descent. 

Applicant’s maiden name. 

National Origin 

Inquiry into languages applicant 
speaks, reads or writes fluently, 
when such inquiries are based on job 
requirements. 

Inquiry into language commonly used 
by applicant. 

Inquiry into how applicant acquired 
ability to read, speak or write a foreign 
language. 

Inquiry into applicant’s: 

• Lineage 

• Ancestry 

• National origin 

• Descent 

• Parentage 

• Nationality 

Nationality of applicant’s parents or 
spouse. 

Organizations 

Inquiry into organizations to which an 
applicant has membership, excluding 
any organization the name or 
character of which indicates the race, 
color, creed, sex, marital status, 
religion, or national origin/ancestry of 
its members. 

Requirement that applicant list all 
organizations, clubs, societies, and 
lodges to which he/she belongs. 

Photograph 

May be requested after hiring, for 
identification purposes. 

Request that applicant submit a 
photograph, mandatory or optionally, 
at any time before hiring. 

Requirement for photograph after 
interview but before hiring. 

Pregnancy 

Inquiries as to duration of stay on job 
or anticipated absences which are 
made to males and females alike. 

All questions relating to pregnancy, 
medical history concerning 
pregnancy, and related matters. 

Race 

None. 

Any inquiry concerning race or color 
of skin, hair, eyes, etc. 
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SUBJECT 

LAWFUL PRE-EMPLOYMENT 
INQUIRIES 

UNLAWFUL PRE-EMPLOYMENT 
INQUIRIES 

References 

Identification of person(s) who 
referred applicant to position for 
which he/she is applying. 

Names of former/current 
supervisor(s). 

Names of personal references. 

Requirement of the submission of a 
religious reference. 

Relatives 

Names of applicant’s relatives 
already employed by the City. 

All inquiries concerning names or 
addresses of any relatives. 

Religion or Creed 

None. 

Inquiry into an applicant’s religious 
denomination, religious affiliations, 
church, parish, pastor, or religious 
holidays observed. 

Inquiry as to whether applicant 
regularly attends a house of worship. 

Sex 

None. 

Any inquiry concerning gender is 
prohibited. 

Sexual Orientation 

None. 

All inquiries into an applicant’s sexual 
orientation are prohibited. 
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EXECUTIVE DIRECTIVE NO. 2001-35 

February 8, 2001 

TO: ALL DEPARTMENTS, COMMISSIONS, APPOINTED OFFICERS AND 

EMPLOYEES OF CITY GOVERNMENT 

FROM: POLICY AGAINST SEXUAL ORIENTATION DISCRIMINATION IN 

EMPLOYMENT 

The policy of the City of Los Angeles has been, and will continue to be, to promote and 
maintain an environment free from sexual orientation 11 discrimination. Discrimination 
and harassment on the basis of sexual orientation is illegal, as well as harmful to those 
in work environments affected by offensive, intolerant and hostile behaviors. Sexual 
orientation discrimination inhibits optimal performance, demeans esteem, creates 
contention and diminishes productivity. The City is committed to ensure merit-based 
human resource management decisions that value high performance, public service 
excellence and inclusion; and therefore reiterates its policy of equal employment 
opportunity and non-discrimination. 

In 1979, the City of Los Angeles adopted Ordinance No. 152,458 (Municipal Code 
49.70) which establishes and defined the City’s intent to promote and maintain a 
working environment free from discrimination on the basis of sexual orientation. 
Specifically, the ordinance protects gays, lesbians, bisexuals, and heterosexuals from 
discrimination in employment housing, business establishments, City facilities and 
services, and education. Additionally, effective January 1,2000, sexual orientation was 
included in the State Fair Employment and Housing Act as one of the bases on which 
complaints of employment discrimination can be filed. 


1 Sexual orientation refers to whether a person is romantically or sexually attracted to other adults of a 
different sex (as is true for those who are heterosexual), the same sex (as is true for those who are lesbian 
or gay) or both (as is true for those who are bisexual). Discrimination is prohibited on the basis of one’s 
actual or perceived sexual orientation, so that even if one is erroneously presumed to be gay or lesbian by a 

■4 - wrongdoer, the wrongdoer can still be liable for sexual orientation discrimination. -► 
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Discrimination in the workplace on the basis of an individual’s sexual orientation (or 
presumed sexual orientation) is unacceptable and will not be tolerated. An appointing 
authority shall not consider an applicant’s or employee’s known or presumed sexual 
orientation in any pre-employment or employment action or decision, including but not 
limited to background checking, testing, hiring, assigning, training, transferring, 
upgrading, promoting, compensating, disciplining and discharging. City policy shall 
prohibit, as a form of discrimination, the creation of or contribution to a hostile, 
intimidating, threatening, offensive or abusive work environment on the basis of an 
individual’s known or presumed sexual orientation. This includes written, spoken, 
graphic or demonstrative derogatory terms, slurs, comments, gestures, ridicule, threats, 
rumors, or jokes with respect to an individual’s known or presumed sexual orientation. 

Further, it is City policy that prompt and appropriate action be taken to deter and punish 
sexual orientation discrimination and harassment. Therefore, it shall be the 
responsibility of all Department managers to take necessary steps, including 
appropriate disciplinary action, to ensure and maintain a working environment free from 
sexual orientation discrimination and harassment. 

Additionally, all reported allegations of sexual orientation discrimination will be fully 
documented and completely investigated. City policy prohibits retaliation by the City or 
any department or employee based on reporting a claim of discrimination on the basis 
of sexual orientation or for supporting such a complaint (as a witness or otherwise) or 
for opposing such discrimination. Therefore, no City employee may intimidate, 
penalize, or take action against an individual for filing a complaint of discrimination on 
the basis of sexual orientation nor engaging in any other protected activity. 

Employees who believe that this policy has been violated may and are encouraged to 
contact either the EEO Counselor of his/her Department; the City’s Sexual Orientation 
Counselor or in the Personnel Department; or, the Personnel Department’s Office of 
Discrimination Complaint Resolution. For information or to file a complaint of 
discrimination on the basis of sexual orientation, the Personnel Department may be 
contacted at (213) 473-9100. Investigations will be conducted in accordance with the 
Sexual Orientation Discrimination Complaint Procedure and/or Citywide Discrimination 
Complaint Procedure. To the extent possible, the City will provide confidentiality with 
respect to the filing and investigation of complaints of discrimination based upon sexual 
orientation. 

The Mayor is ultimately responsible for the management and administrative control of 
departmental activities and will continue to foster a positive and productive working 
environment for all employees and vigorously enforce all Federal, State and City equal 
employment opportunity and non-discrimination laws, directives and policies. The 
Personnel Department shall continue to be the lead agency for equal employment 
opportunity policy and complaint resolution, specifically as it relates to monitoring policy 
compliance and investigating and resolving complaints of discrimination. The Personnel 
Department will also provide additional guidance to departments for compliance with 
this directive and other non-discrimination laws, policies and procedures and 
recommended training. 
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It shall continue to be the City’s policy and practice that every good faith effort be made 
to eliminate nay discriminatory practice. To this end, all heads of departments are 
directed to cooperate with the Personnel Department in complying with the 
responsibilities included herein. Further, the Policy on Sexual Orientation 
Discrimination in Employment, Sexual Orientation Discrimination Complaint Procedure 
and Citywide Discrimination Complaint Procedure (to be issued by the Personnel 
Department) must be disseminated to all employees and included in departmental 
personnel manuals and training materials. The Personnel Department may revise and 
update this policy on an as-needed basis. 

Responsibilities of Chief Administrative Officers relating to the City’s Policy on Sexual 
Orientation Discrimination in Employment 

Each Chief Administrative Officer shall be responsible for carrying out the following 
action s within 90 days of the issuance of this Directive. 

1. Designate a departmental Equal Employment Opportunity Counselor/Coordinator, to 
counsel employees, investigate, resolve and/or address complaints of sexual 
orientation discrimination. Such designation and any subsequent change in 
designation shall be made in writing and a copy provided to the Personnel 
Department’s Equal Employment Opportunity Section. 

2. Distribute this Executive Directive to all departmental employees and executive 
officer for each currently executed personal services contract and letter of 
agreement. 

3. Review all of the department’s non-discrimination and harassment policies to ensure 
that all policies are in accordance with current law and that sexual orientation (not 
sexual preference) is explicitly included as one of the protected bases under State 
law. Ensure that those policy documents that exclude sexual orientation as a 
covered basis under State law or refer to the Division of Labor are destroyed and 
replaced with language advising employees that the proper state agency with which 
to file such a complaint is the California Department of Fair Employment and 
Housing. Include this Executive Directive and all revised equal employment 
opportunity and non-discrimination policies and procedures in the appropriate 
department operating and training manuals. Copies of the department’s revised 
policies are to be forwarded to the Personnel Department for review. 

4. Adhere to the Personnel Department’s Citywide Discrimination Complaint Procedure 
and the Sexual Orientation Discrimination Complaint Procedure as the departmental 
policy and distribute the departmental policy and complaint procedures to all 
employees. 

5. Review departmental documents that discuss the City’s benefit and leave policies 
and MOUs to ensure that they comport with the Los Angeles Administrative Code 
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sections governing domestic partners, and revise and redistribute any that are not in 
compliance. 

6. Post the City’s equal employment opportunity poster and this Executive Directive on 
employment-related bulletin boards. 

7. Adopt a written policy welcoming the attendance of employees’ domestic partners 
and significant others to department-sponsored social events open to employees’ 
spouses. 


Supersedes Executive Directive No. 4 (Riordan Series), dated September 8, 1994. 


Basic EEO for A T&D (09/07) Page 104 

EEO Section, Personnel Department 



CITY OF LOS ANGELES 

SEXUAL ORIENTATION DISCRIMINATION COMPLAINT PROCEDURE 

The policy of the City of Los Angeles has been, and will continue to be to promote and 
maintain an environment free from sexual orientation discrimination. Discrimination is 
prohibited on the basis of one’s actual or perceived sexual orientation, including actual or 
perceived heterosexual, lesbian, gay, or bisexual orientation. Discrimination and 
harassment on the basis of sexual orientation is illegal. Therefore, it is an unlawful 
employment practice for the City to fail or refuse to hire, to segregate, to fail to provide 
training, to discharge any individual, or otherwise to discriminate against any individual with 
respect to compensation, terms, conditions or privileges or employment on the basis (in 
whole or part) of such individual’s known or presumed sexual orientation. 

For example, a supervisor should not say in an employee’s evaluation that the employee 
has difficulty getting along with others in the workplace, if the reason why that employee 
does not get along with co-workers is their discriminatory attitudes or ostracism based on 
the employee’s sexual orientation. Such an evaluation could be considered to be an 
evaluation of an employee’s work performance based upon the employee’s actual or 
perceived sexual orientation, which is impermissible. The rationale for prohibiting such an 
evaluation is that it would be unfair to penalize an employee in relation to an evaluation that 
was based upon the bigotry of others. 

Similarly, a manager selecting employees to conduct outreach to high school students may 
not exclude a lesbian employee from consideration on the grounds that the manager feels 
that, because she is a lesbian, she would poorly represent the City. Again, such conduct 
could be considered to be a job assignment that is based in part upon the employee’s 
sexual orientation, which is prohibited. The rationale for prohibiting such differential job 
assignments is that the lesbian employee loses an opportunity to gain experiences that 
could enhance her career and also may feel stigmatized. 

Harassment in the workplace of a city employee on the basis of actual or perceived sexual 
orientation is also prohibited. Sexual Orientation harassment includes the creation of or 
contribution to a hostile, intimidating, threatening, offensive, or abusive environment for 
lesbian or gay City employee, through written, spoken, graphic or demonstrative derogatory 
terms, slurs, comments, gestures, ridicule, threats, rumors, or jokes respecting sexual 
orientation. The conduct must be sufficiently severe or pervasive that it unreasonably 
interferes with the work environment or the individual’s job performance or creates an 
intimidating, hostile, or offensive working environment. 

Further, City policy prohibits retaliation by the City or any department or employee based on 
reporting a claim of discrimination or harassment on the basis of sexual orientation. This 
means that no City employee may intimidate, penalize, or take action against an individual 
for filing a complaint of discrimination based on sexual orientation, or for supporting such a 
complaint (as a witness or otherwise) or for opposing such discrimination. 

The policy of the City requires that prompt and appropriate action be taken to deter and 
punish sexual orientation discrimination. Therefore, persons believing that they are victims 
of sexual orientation discrimination are strongly encouraged to report any and all incidents. 
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FILING A COMPLAINT 


An employee making a sexual orientation discrimination complaint can choose to file the 
complaint with the employee’s department EEO Counselor, the City’s Sexual Orientation 
Counselor, and/or with an external non discrimination enforcement agency. Complaints 
filed about pre-employment or employment actions or actions directly related to Personnel 
Department functions should be directed to the City’s Sexual Orientation Counselor. 

Complaints filed internal to the City must be filed within one (1) year from the date of the last 
act alleged to be discrimination. Otherwise, the complaint may be considered untimely. 

Although complaints must be prepared and filed on an employee’s own time, department 
managers and supervisors should allow the employee filing the complaint, and all other 
employees who are interviewed as part of the investigation to be interviewed while on city 
time when requested by staff conducting the discrimination investigation. A person filing a 
sexual orientation discrimination complaint shall have the right of representation by any 
designated person or organization. 

WHERE TO FILE 

City employees and employment candidates have the following options for filing a sexual 
orientation discrimination complaint. Complaints may be filed with: 

1. The Personnel Section of a City Department Accused of Discriminatory and/or 
Harassing Practices 

A person wishing to file a complaint with a City department should obtain the name, 
address and telephone number of the department’s Sexual Orientation or Equal 
Employment Opportunity (EEO) Counselor. Contact the Counselor to discuss the 
complaint and if necessary, arrange to meet with the Counselor to file a formal 
complaint. If information for the department Counselor cannot be obtained, contact the 
Personnel Department Equal Employment Opportunity Section at (213) 473-9100. 

2. The City’s Sexual Orientation Counselor 

A person wishing to file a complaint directly with the City’s Sexual Orientation Counselor 
about pre-employment or employment actions should contact the Counselor at the 
address or phone number below. Also complaints about actions directly related to 
Personnel Department functions should be directed to the City’s Sexual Orientation 
Counselor. 

Los Angeles City Personnel Department 

Office of Discrimination Complaint Resolution 

700 E. Temple Street, Room 320, Los Angeles, CA 90012 

Phone: (213)473-9123 Fax:(213)473-9123 

Information concerning the City’s non-discrimination policies, complaint procedures and 
filing options, as well as filing deadlines will be provided. 
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3. The City’s Civil Service Commission 

A person wishing to file a complaint through the City’s centralized discrimination 
resolution and investigation entity may write or contact. 

Los Angeles City Personnel Department Los Angeles City Personnel Department 

Office of Discrimination Complaint Resolution Equal Employment Opportunity Section 
700 E. Temple Street, Room 320 700 E. Temple Street, Room 380 

Los Angeles, CA 90012 Los Angeles, CA 90012 

(213) 473-9123 (213) 473-9100 

Information concerning the City’s non-discrimination policies, complaint procedures and 
filing options, as well as filing deadlines will be provided. 

4. A Governmental Non-Discrimination Enforcement Agency 

Sexual orientation discrimination complaints can also be filed with the California 
Department of Fair Employment and Housing (DFEH), at 611 W. 6 th Street, 15 th Floor, 
Los Angeles, CA 90012. DFEH may also be contacted at (800) 884-1684. Persons 
considering filing complaints of discrimination with DFEH should verify the filing criteria, 
including deadlines for filing. The period of time the City investigation takes will not 
extend the agency filing period. 

DISCRIMINATION COMPLAINTS AGAINST DEPARTMENT HEADS AND PUBLIC 
OFFICIALS 

There is a special procedure for filing a complaint of discrimination against elected and 
appointed officials. Contact the Personnel Department Office of Discrimination Complaint 
Resolution at (213) 473-9123 or Equal Employment Opportunity Section at (213) 473-9100 
if the alleged discrimination based on sexual orientation involves the direct action(s) and/or 
behavior(s) of a head of a department, a member of a City Board of Commissioners or an 
elected official. A discrimination complaint counselor, at either number, will provide detailed 
information on this procedure. 

Nothing in this procedure shall restrict a person’s right to file a complaint with an applicable 
Federal or State agency responsible for the enforcement of anti-discrimination legislation. 

EMPLOYEE RIGHTS AND RESPONSIBILITIES 

Every employee is entitled to work in an environment free from sexual orientation 
discrimination. An employee who perceives comments, gestures or actions which offend 
against an individual’s sexual orientation made by another employee or supervisor should 
immediately and clearly communicate to that person that such behavior is offensive. 

An employee who believes he or she has been discriminated against due to his/her sexual 
orientation should take the following steps: 

1. The employee should immediately report the sexual orientation discrimination 
complaint to her or his supervisor, or to the department’s EEO Counselor, or to the 
City’s Sexual Orientation Counselor in the Personnel Department’s Office of 
Discrimination Complaint Resolution. All employees are assured that they may make 
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such reports without fear of retaliation by the City, department management or their 
immediate supervisor. 

2. The employee has the right to a confidential conference with the person to whom the 
sexual orientation complaint is made. Additionally, the person filing the complaint has 
the right of representation by any designated person or organization, e.g., a union 
representative, an attorney or another individual of the complainant’s choice. 

3. If an employee chooses to initiate a complaint of sexual orientation discrimination, the 
employee’s department EEO Counselor or the City’s Sexual Orientation Counselor 
should make preliminary efforts to resolve the complaint, and if not resolved, will 
conduct a complete investigation. All efforts to resolve the complaint will be fully 
documented. 

4. All investigations, whether conducted by the department EEO Counselor or the City’s 
Sexual Orientation Counselor, will be handled with discretion, sensitivity and due 
concern for the dignity of those involved, and will be conducted consistent with the 
procedures indicated in this document. As in any discrimination complaint investigation, 
information will be kept confidential to the extent possible. 

5. All investigations will be thorough. All persons named as potential witnesses by the 
employee will be contacted as required during the course of the investigation. Anyone 
who is alleged to have committed acts of sexual orientation discrimination will be 
contacted during the investigation and allowed to make a statement 1 . 

6. Any employee who witnesses an incident of sexual orientation discrimination shall 
cooperate in any investigation. All employees are assured that they may cooperate in 
such an investigation without fear of retaliation or reprisal by the City, department 
management, their immediate supervisor or any other City employee. 

7. Employees may expect a timely resolution of all complaints. 

RESPONSIBILITIES OF THE DEPARMTENT EEO COUNSELOR 

Each City department manager must designate an EEO Counselor and ensure that all 
department employees are made aware of the name and phone number of the designated 
Counselor. An employee who believes he or she has been discriminated against based on 
sexual orientation may choose to file a complaint with the department EEO Counselor. 
Each department EEO Counselor has the following responsibilities with regard to a sexual 
orientation complaint: 

1. Upon receipt of a sexual orientation discrimination complaint, the Counselor shall meet 
with the complaining employee at the employee’s earliest convenience. The Counselor 
shall fully inform the employee about the City’s sexual orientation polices and 
discrimination complaint procedures and shall answer questions that the employee may 
have regarding the City’s policy. 


Basic EEO for AT&D (09/07) 

EEO Section, Personnel Department 



2. The Counselor shall listen to the employee’s complaint and discuss the complaint with 
discretion, sensitivity and due concern for the dignity of those involved. The Counselor 
shall ask the complaining employee what remedy s/he seeks. 

3. The Counselor shall fully record and document the complaint, including the 
complainant’s proposed resolution to the alleged violation(s). 

4. The Counselor shall conduct a complete and timely investigation into the complaint, 
including conducting interviews as appropriate with witnesses and others who may be 
involved. The investigation will be conducted consistent with the procedures included in 
this document. The Counselor shall document all informal resolution efforts. 

5. The Counselor will periodically communicate to the complainant the status of the 
investigation. 

6. Upon completion of the investigation, the Counselor shall prepare a report of the results 
of the investigation. The Counselor shall inform complainants if disciplinary action is 
taken against the accused employee, although not the specific nature of the action. No 
information provided to the complaining employee shall compromise any confidentiality 
or privacy protection afforded to the accused employee under the law or City policy. 
The Sexual Orientation Counselor should contact the Office of the City Attorney if there 
are questions in this area. 

7. If the employee is not satisfied with the way the sexual orientation discrimination 
complaint has been resolved, the Counselor shall fully inform the employee of his or her 
additional rights under the law. These rights include using the Citywide Discrimination 
Complaint Procedure and filing a complaint with the State Department of Fair 
Employment and Housing (DFEH) and/or court. 

RESPONSIBILITIES OF THE CITY’S SEXUAL ORIENTATION COUNSELOR 

An employee or employment applicant who believes he or she has been discriminated 

against based on sexual orientation may choose to file a complaint with the City’s Sexual 

Orientation Counselor. The City’s Sexual Orientation Counselor has the following 

responsibilities: 

1. The Counselor will be available at (213) 473-9123 to discuss sexual orientation 
discrimination complaints with employees and fully inform employees about the City’s 
sexual orientation policies and discrimination complaint procedures and shall answer 
questions that the employee may have regarding the City’s policy. 

2. The Counselor shall listen to the employee’s complaint and discuss the complaint with 
discretion, sensitivity and due concern for the dignity of the people involved and will 
conduct the investigation consistent with the procedures included in this document. 

3. The Counselor shall fully record and document the complaint, including the 
complainant’s proposed resolution to the alleged violation(s). 
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4. The Counselor shall make preliminary efforts to resolve the complaint. The Sexual 
Orientation Counselor will investigate complaints according to the provisions of the 
section entitled “Employee Rights and Responsibilities” and “Responsibilities of the 
EEOC Counselor.” 

5. If the employee is not satisfied with the results of the preliminary efforts, he or she may 
file a formal complaint using the City’s Discrimination Complaint Procedure. All efforts 
to resolve the complaint will be fully documented. 

RESPONSIBILITIES OF CITY MANAGEMENT 


It is the responsibility of City Management to take necessary steps to prevent sexual 
orientation discrimination, and, when a complaint is made, has been investigated, and found 
to exist, to remedy any sexual orientation discrimination that is discovered. 

It is the responsibility of the Personnel Department to ensure that the operating departments 
are in compliance with the Sexual Orientation Discrimination Complaint Procedures, and to 
monitor said compliance on a regular basis. 

In addition, all operating departments are to comply with the Mayor’s Directive, No. 2001- 
35, issued February 8, 2001, and to place said directive in Operating Department manuals, 
policies and training materials. 

City Department EEO counselors should be reminded that all sexual orientation 
discrimination complaints filed within their operating departments must be handled 
consistent with the procedures set forth in this Sexual Orientation Discrimination Complaint 
Procedure. 

All Operating Departments are directed to evaluate, and if necessary, revise and 
redistribute their internal sexual orientation discrimination complaint procedures to eliminate 
any provisions that permit the operating department to close the complaint without 
investigation if the complainant files with an outside agency or other City process, or which 
allow the operating department to terminate an investigation, regardless of the evidence, for 
reasons such as failure to cooperate with the investigation and refusing to accept the 
offered remedy. To the extent it is possible without the cooperation of the complaining party 
to continue the investigation, the investigation should be completed so that any discovery of 
improper conduct or behavior can be dealt with and remedied. 

All operating departments are to ensure that sexual orientation harassment is expressly 
included in departmental sexual harassment and sexual orientation discrimination policies. 
However, those policies should expressly state and explain that sexual orientation 
harassment is not the same as sexual harassment. Employees should be instructed that, 
while sexual harassment is based upon a person’s gender , sexual orientation harassment is 
based upon a person’s sexual orientation, or on another’s perception of that person’s sexual 
orientation . City departments are to review and update their policies in this regard. 
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THE CITY’S DISCRIMINATION COMPLAINT PROCEDURE 

The City’s Discrimination Complaint Procedure gives City employees and candidates for 
City employment the right to file a written complaint with the City’s Civil Service 
Commission. The complaint must deal with a City action, procedure or practice in hiring or 
employment which the employee or prospective employee believes to be discriminatory. 
Complaints alleging sexual orientation discrimination are covered by the Citywide 
Discrimination Complaint Procedure. Complaints made under the City’s Discrimination 
Complaint Procedure must be filed within one year of the alleged act of discrimination. 

OTHER DISCRIMINATION COMPLAINT OPTIONS 

Employees who believe that they have been discriminated against based on the individual’s 
sexual orientation also have the right to file a discrimination complaint with the California 
Department of Fair Employment and Housing (DFEH). See Page 2 of this procedure, for 
contact information. An employee/employment candidate should check directly with the 
DFEH regarding filing deadlines. 

DISTRIBUTION OF COMPLAINT PROCEDURE 

This Sexual Orientation Discrimination Complaint Procedure shall be distributed to all 
employees, and will be provided to all applicants for City employment. In addition, all new 
employees will receive the Complaint Procedure as part of the orientation process. 
Moreover, this policy should be incorporated into and added to each operating department’s 
personnel rules, work rules, or manuals, or otherwise distributed in a manner that ensures 
that all employees receive it. In addition, the Sexual Orientation Discrimination Complaint 
Procedure should be posted on all department employment-related bulletin boards. 
Further, all operating departments should post the City’s equal employment opportunity 
poster on each department’s employment-related bulletin board. 

In adapting this procedure, all operating departments should eliminate any of its prior 
procedure that required the complaining party to file separate documents with a series of 
different City officials in order for the complaint to warrant continued review, or that 
otherwise deviate from this policy. All internal procedures should be reviewed and 
approved by the Personnel Department. 
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DISCIPLINARY 

GUIDELINES 


“It shall be the responsibility of 
each department to adopt and 
strongly enforce a discipline policy 
which prohibits employee 
misconduct...which has the clear 
effect of demonstrating insensitivity 
or condescension regarding 
sexual, racial, ethnic, cultural, 
religious, age, physical or mental 
differences.” (EQUAL 
EMPLOYMENT OPPORTUNTIES 
POLICY, amended by the City 
Council, 1/15/91) _ 


Discrimination 
Harassment 
Sexual Harassment 


“Employees who are found to 
be participating in this type of 
activity at work will be 
disciplined for violating City 
affirmative action/equal 
opportunity policies.” 
(DISCRIMINATION FREE 
WORKPLACE POLICY, 
adopted by the City Council, 
2/12/92) 


City policies require that Departments discipline 
employees for discriminatory conduct. There still remains substantial 
confusion, however, over what the standards are and what kind of discipline 
is appropriate for violations. 

The standards of conduct and the proposed 
penalties for violations are set out in the Civil Service Commission 
Disciplinary Guidelines. They have been reprinted in this brochure so that 
you will know exactly what the City expects of you. Following each standard 
is a list of violations or offenses. This list does not contain all possible 
offenses. It contains the ones, which are the most significant or the most 
common in the workplace. Beside each offense is the discipline 
recommended. 

This brochure provides guidance to all City 
employees on expected conduct to comply with City policies on a 
Discrimination Free Workplace. Refer to the City’s Disciplinary Guidelines in 
Civil Service Commission Policy 33.2 for more detailed information. 


Personnel Department 
City of Los Angeles 
2006 
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DISCRIMINATION/HARASSMENT 


Standard: City employees are expected to comply with Federal and State laws and 

regulations and City policies including applicable mayoral directives 
ensuring equal employment opportunity and a discrimination and 
harassment free workplace. City employees are expected to demonstrate 
sensitivity to and respect for individual and personal differences when 
working with other employees and the public. Actions that create a 
hostile, offensive, threatening, or intimidating work environment will not be 
tolerated. 


Offense 


First Offense 


Suggested Actions 
Second Offense Third Offense 


1. Failure to comply with City policies Oral warning to Discharge 
on equal employment opportunity, discharge 
including but not limited to, the 
recruitment, selection, promotion, 
training or disciplining of employees 


2. Demonstrating insensitivity to others 5 day 

by making derogatory comments, suspension to 
epithets, jokes, teasing, remarks, or discharge 
slurs, or making suggestive gestures 
or displaying images or written 
material that derogatorily depict or 
demean people 


Discharge 


3. Retaliating against an employee for 5 day 

filing a discrimination complaint, for suspension to 
participating in a discrimination discharge 

complaint investigation, or for 
opposing discriminatory actions. 


Discharge 


4. Supervisory Standard: 5 day 

Failure to maintain a harassment free suspension to 

workplace for subordinates; failure to discharge 

foster a discrimination free workplace 

by one’s own individual actions or 

failure to act; or allowing 

subordinates to retaliate against an 

employee for filing a discrimination 

complaint, for participating in a 

discrimination complaint 

investigation, or for opposing 

discriminatory actions. 


Discharge 
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SEXUAL HARASSMENT 


Standard: City policy and Federal and State law prohibit sexual harassment in the 

workplace. Supervisors are required to ensure and maintain a working 
environment free of sexual harassment, intimidation, and coercion. City 
employees are expected to conduct themselves in a manner that fosters a 
workplace environment which is free from conduct that is hostile, 
offensive, threatening, or intimidating, or that interferes with an individual’s 
work performance. Some of these violations, if proved, may also 
constitute crimes under local and/or state law. Departments should take 
appropriate measures to report such actions and to advise their 
employees about reporting such actions that have occurred on City 
property or involving City employees. 


Suggested Actions 

Offense First Offense Second Offense Third Offense 


Sexual favors: 20 day 

Implicit or explicit coercive pressure suspension to 
for sexual favors discharge 


Discharge 


2. Physical: 

a. Any physical conduct or act of Discharge 
a sexual nature, involving the 
use of force or the threat of 
force. 


Unwelcome physical contact 
in sexual areas, including but 
not limited to breasts, 
buttocks, or genitalia. 

Unwelcome touching, 
rubbing, or any type of 
physical contact and/or 
conduct toward other 
employees, which is sexually 
suggestive. 


20 day 

suspension to 
discharge 


1 day 

suspension to 
discharge 


Discharge 


Discharge 


3. 


Verbal: 

Demonstrating insensitivity to Oral warning to Discharge 

others by making derogatory 20 day 

comments, epithets, jokes, teasing, suspension 

remarks, slurs, or questions of a 
sexual nature 
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Offense 


4. Visual: 

Demonstrating insensitivity to others 
through non-verbal actions, such as 
making sexually suggestive gestures; 
displaying sexually explicit objects, 
pictures, cartoons, or posters; 
leering; unwanted letters, gifts, 
and/or materials of a sexual nature 

5. Hostile Work Environment: 

Repeated, unwelcome, unwanted 
actions as described in #1, #2, #3, 
and/or #4 which create or could lead 
to a hostile, offensive, threatening, or 
intimidating work environment 

6. Retaliation: 

Retaliating against an employee for 
filing a sexual harassment complaint, 
for participating in a sexual 
harassment complaint investigation, 
or for opposing discriminatory actions 

7. Supervisory Standard: 

Failure to take appropriate action to 
correct and eliminate sexual 
harassment from the workplace; 
failure to foster a discrimination free 
workplace by personal actions or 
conduct; or allowing subordinates to 
retaliate against an employee for 
filing a sexual harassment complaint, 
for participating in a sexual 
harassment complaint investigation, 
or for opposing discriminatory actions 


First Offense 


Oral warning to 
20 day 
suspension 


10 day 

suspension to 
discharge 


10 day 

suspension to 
discharge 


20 day 

suspension to 
discharge 


Suggested Actions 
Second Offense Third Offense 

Discharge 

Discharge 

Discharge 

Discharge 
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DO YOU HAVE MORE QUESTIONS? 


Ask. 

There are many resources available to answer any questions you may have on 
these issues. Each Department has a designated Equal Employment 
Opportunity (EEO) Coordinator and Sexual Harassment Counselor available for 
its employees. Each Department also has a Personnel Director to respond to 
personnel issues affecting employees. It is a good idea to know whom to call 
before you need assistance. Check with your department to find out who these 
individuals are in your department. Record their names and telephone numbers 
below. 


My Department Personnel Director is: 
Tel. # _. 

My Departmental EEO Coordinator is: 
Tel. # _. 

My Sexual Harassment Counselor is: 
Tel. # _. 

My Union Representative is: _ 

Tel. # _. 


OTHER RESOURCES 


Civil Service Commission 
EEO, Personnel Department 

Citywide Sexual Harassment Awareness Coordinator 
Citywide Sexual Orientation Counselor 


(213) 847-9107 
(213) 473-9100 
(213) 473-9123 
(213) 473-9123 


The Equal Employment Opportunities Section of the Personnel Department of the City of Los 
Angeles has prepared this brochure. The Personnel Department provides a wide range of 
assistance to departments and employees as part of the City’s Affirmative Action Program. 
Among these services are investigations of discrimination in the workplace, training for 
supervisors in the prevention of discrimination in the workplace, and counseling of employees 
who believe they have been victimized by discrimination, including sexual harassment and 
sexual orientation harassment. The Personnel Department is committed to a full program of 
equal employment opportunity to ensure that City employment practices are based on merit, 
and that employees are provided work environments free of harassment. 
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City of Los Angeles 


s Employee Relations 
CAO’s Office 


Labor Relations History 
MOU Bargaining Process 


Labor Relations History 
National Labor Relations Act 



• Enacted by U.S. Congress in 1935 

• Legislated private sector bargaining 

• Excluded state and local government employees 

• Guaranteed workers the right to join unions 

• Created National Labor Relations Board to enforce NLRA 


Labor Relations History 
Myers-Milias-Brown Act (MMBA) 



• Adopted in California in 1968 

• Recognized the right of certain public employees to bargain 
collectively with their government employers 

• Required public employers to meet and confer in good faith 
with employee representatives regarding "wages, hours, 
and other terms and conditions of employment" 






Labor Relations History 
Employee Relations Ordinance 



• Adopted by the City of Los Angeles in 1971 

• Los Angeles Administrative Code Section 4.800, et seq. 

• Based on MMBA and NLRA 

• Governs employer-employee relations in City government 
(City as an employer) 

• First City bargaining agreements negotiated in 1972 


Labor Relations History 
Employee Relations Board 
(a City Department) 

The Employee Relations Board administers the city’s 
Employee Relations Ordinance (the “ERO”). Its functions in so 
doing include determining representation units for City 
employees, arranging for an election in such units, determining 
the validity of claims of unfair practices filed against 
management and employee organizations, and acting on 
requests for mediation, fact finding and arbitration in the 
resolution of bargaining impasses and grievances, including 
maintaining a list of impartial third parties for those purposes. 


Labor Relations History 
City of Los Angeles - Fast Facts 

• 41 Bargaining Units (MOUs) 

• Represented by 22 Recognized Employee 
Organizations (Unions) 

• Covering approximately 35,000 employees 
(not counting DWP) 

• There are approximately 1,000 non- 
represented employees 


























MOU Bargaining Process 

City Administrative Officer (CAO) - City’s 
designated Management Representative 
CAO develops Management proposals 
with input from City departments 
CAO receives bargaining instructions from 
the Executive Employee Relations 
Committee (EERC) 


MOU Bargaining Process 
The EERC is comprised of: 



Mayor (chair) 

President of the City Council 
President Pro Tern of the 
City Council 

Personnel Committee Chair 
Budget and Finance 
Committee Chair 













MOU Bargaining Process 


Management Bargaining 
Team: 

• CAO lead negotiator 

• Department/Bureau reps 


Union Bargaining Team: 

• Union business rep 

• City employee members: 

1 for every 100 employees 
in bargaining unit (but not 
less than 2 and not more 
than 7) 



MOU Bargaining Process 
MOU Agreement 



• Tentative agreement reached by the parties at 
the bargaining table 

• Union membership ratification of tentative 
agreement 

• Adoption by the City Council 





RPT-NO: A190024H 


a$i s CLASS TITLE 

3537 PARKING SERVICES SUPV 

9130 PARKING SYSTEMS COORB 

8179 PAYROLL CLERK 

11701 PAYROLL SUPERVISOR I 

11702 PAYROLL SUPERVISOR II 

29431 PERFORM ARTIST I 

29432 PERFORM ARTIST II 

2949 PERFORM ARTS DIRECTOR 

24301 PERFORM ARTS PRG CRD I 

24302 PERFORM ARTS PRG CRD II 

1129 PERS RECORDS SUPV 

17391 PERS RESEARCH ANLYST I 

17392 PERS RESEARCH ANLYST II 

1740 PERS RESEARCH PSYCHOL 

17311 PERSONNEL ANALYST I 

17312 PERSONNEL ANALYST II 

17141 PERSONNEL DIR I 

17142 PERSONNEL DIR II 

17143 PERSONNEL DIR III 

23441 PHARMACIST I 

23442 PHARMACIST H 

17931 PHOTOGRAPHER I 

17932 PHOTOGRAPHER II 

17933 PHOTOGRAPHER III 

2473 PHOTOGRAPHY INSTRUCTOR 

23091 PHYSICAL THERAPIST I 

23092 PHYSICAL THERAPIST II 

0651 PHYSICIAN I 

0655 PHYSICIAN II 

2431 PIANO ACCOMPANIST 

0871 PILE DRIVE WORKER - HH 

3556 PILE DRIVER SUPERVISOR 

35531 PILE DRIVER WORKER I 

35532 PILE DRIVER WORKER II 

5153 PILOT SERVICE MANAGER 

3433 PIPEFITTER 

08721 PIPEFITTER I - HH 


CUSS TITLE/SALARY 1 
FISCAL YEAR 


GR TP FLSA 


2976. 

2562. 

2818. 


2712.00 

19.57 


1,667. 

3,562. 

2,206. 

2,353. 

1,330. 


2 , 121 . 

4,372. 

4,613. 
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Personnel Department 


Resource Directory 

CITY COUNCIL 

To retrieve important City Council documents, go to www.lacity.org 

Click on the appropriate Council box (right side of the screen) for the following 
documents: 

■ City Council Web Site Directory 

■ Council Calendar 

■ Council File Index 

To retrieve a Council District Map, select City Council Web Site Directory. You will see 
the Council offices in district order. At each district site, select Map of District. 

VITAL DOCUMENTS 

To retrieve the following additional documents and information, select City Charter, Rules and 
Codes (on the left side of the screen.) 

■ Current City Charter as of July 1, 2000 

■ Council Rules 

■ Mayor’s Executive Directives 

■ Ad mini strative Code 

■ Election Code as of October 4, 2000 (pdf) 

■ Municipal Code 

■ City Code of Ethics 

EMPLOYEE RELATIONS BOARD 

To retrieve a copy of the City's Employee Relations Ordinance and the Rules and Regulations of 
the Employee Relations Board, return to the City's home page (www.lacity.org). Go to the 
Departments & Bureaus box, click on the down arrow and scroll to the Employee Relations 
Board. Click Go. Select Ordinance or Rules/Regulations at the top-left on the toolbar. 

CITY CLERK 

Access to the Online Ordinance system is available under “Ordinance Search” from the City’s 
main webpage at www.lacity.org under the “LA City Council” section; from the City Clerk’s 
internet webpage at http://www.lacity.org/clk/index.htm; or from the InsideLA webpage at 
http://cityclerk.lacity.org/ordinance/. 
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CITY ADMINISTRATIVE OFFICER 




To retrieve City Ad mi nistrative Officer (CAO) information, return to the City’s home page 
(www.lacity.org) Go to the Departments & Bureaus box, click on the down arrow and scroll to 
the City Administrative Officer. Click Go. Scroll down to “On-Line References and Forms.” 
Information available at this site includes: 

■ City Organizational Chart 

■ City/Labor - Memorandum of Understandings (MOUs) 

■ Budget of the City of L. A. 

OVERVIEW OF CITY DEPARTMENTS 

To retrieve a copy of “Government at a Glance” (a summary of City government), return to the 
City’s home page (www.lacity.org) Go to the Departments & Bureaus box, click on the down 
arrow and scroll to the City Clerk. Click Go. Select the Council and Public Services option on 
the left of the screen. Select Government at a Glance. 

CONTROLLER’S OFFICE 

To retrieve City Controller information, go to the Intranet address: http://insidela.ci.la.ca.us/. Go 
to the Departmental Intranets box (on the right side of the screen). Select Controller’s Office. 

Guides to Departments 

To retrieve various Controller Guide Titles, select Guides to Departments (on the left side 
of the screen.) Click on “Various Guides” (in the center of the screen). The following 
information is available: 

■ User Department Manual 

■ Single Audit Preparation Guide 

■ Guide for Department Accountants 

To retrieve information on Citywide Municipal Financial Management Training, select 
Guides to Departments (on the left side of the screen.) Select Training Programs section 
(in the center side of the screen.) 

Systems 

To retrieve information on various systems used by the Controller’s Officer, select 
Systems (on the left side of the screen.) The following information is available: 

■ CheckRec II System 

■ Payroll System Replacement (PaySR) Project 

■ Financial Management Information System (FMIS) 

■ Payroll 

■ Pension System 

■ Advanced Receivables System (ARS) 
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■ Citywide Cost Accounting System (CCAS) 

■ Supply Management System (SMS) 

CITY FORMS: 

To retrieve a variety of City forms, go to the Intranet address: http://insidela.ci.la.ca.us/. Select 
City wide Electronic Forms (in the center of the screen.) Type in the name of the form or use the 
category drop down menu. (You may also locate forms by Department.) 

PERSONNEL DEPARTMENT 

To retrieve various documents, forms and other resources, go to the Personnel Department 
Intranet address: http://per.ci.la.ca.us/ 

Documents 

To retrieve various Personnel Department documents, select Documents (on the right side 
of the toolbar.) The following information is available: 

■ Guidelines for Appraising Employee Performance 

■ Civil Service Rules 

■ Personnel Policies 

■ Human Resource Guide for Supervisors 

■ Information Technology Policy 

■ Position Summary System 

■ Guide to Employment Related Inquiries 

■ Workplace Violence Policy and Prevention Guidelines 

■ Workplace Domestic Violence Policy and Employee Resource Manual 

■ Workplace Violence Department Coordinators 

■ Guidelines for General Orientation 

■ New Employee General Orientation Checklist 


Forms 

To retrieve various Personnel Department forms, select Forms (on the right side of the 
toolbar.) The following information is available: 

■ Application (pdf) 

■ Application (PureEdge) 

■ Departmental Application Form (pdf) 

■ Notification Card 

■ Employee Report of Occupational Injury or Illness 

■ Police Officer Recruitment Incentive Program Card 

■ Specialized Training Request 

■ Specialized Training Agreement 

Note: The remaining items are Personnel Department interdepartmental 
forms. 
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Equal Employment Opportunity 




To retrieve Equal Employment Opportunity documents, select EEO (in the center of the 
toolbar.) The following information is available: 

■ Discrimination Free Workplace Policy 

■ Investigation Guidelines 

■ Sexual Harassment Complaint Procedure 

■ Sexual Orientation Complaint Procedure 

■ Discrimination Complaint Procedure 

■ Disciplinary Guidelines 

■ Domestic Violence and Abuse Policy 

■ Reasonable Acco mm odation Assessment Guidelines 

■ Executive Directive - EEO/Non-Discrimination and Reasonable 
Accommodation 

■ EEO Newsletter 

Employee Development 

To retrieve Employee Development information, select Employee Development (in the 
center of the toolbar.) The following information is available: 

■ Document Resource Directory 

■ Training Calendar and Courses Offered 

■ Career Ladders 

■ Department Training Coordinators 

■ Management Development 

■ Selected Course Summaries 

■ Strategic Planning 

■ Brown Bag Lunch Seminars 

■ RFP/Contracting Procedures and Flow Chart 

■ Talking Forum for City Trainers 

■ Training Coordinators Manual 
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Summary of Employee Development Functions 


Mission - To meet the City’s workforce development challenges by providing 
programs designed to grow the workforce, encourage learning and innovation, 
recognize achievement, and promote career development. 

♦ Coordinate the Personnel Department sponsored Citywide training program in the areas of 
professional development, supervision, communication, human relations, equal employment 
opportunity, management development, employee orientation, First/Aid CPR and brown bag 
seminars. 

♦ Conduct training needs assessments. 

♦ Development curriculums for employee training programs. 

♦ Maintain training attendance records. 

♦ Present training/advisory sessions on organizational development issues. 

♦ Administer personal service contracts, as needed, for developmental programs presented by 
private sector vendors on contract with the Personnel Department. 

♦ Advise City departments on employee development issues impacting their operations. 

♦ Administer Career Service Awards Program and Citywide Employee Recognition Month Initiative. 

♦ Publish “Training World” newsletter designed to apprise employees of professional and personal 
development opportunities, as well as provide valuable training information in such areas as 
supervision, leadership, customer service, communication, and career development. 

♦ Administer training accounts for the various Unions (i.e., Professional Managers’ Unit - MOU 36; 
Librarian Guild - MOU 6 and 16; and ASFCME - MOU 3). 

♦ Provide career counseling to City employees on professional and personal development. 

♦ Administer the contract for the various Joint Labor-Management Committees for management and 
union representatives. 

♦ Oversee the Citywide Training Coordinator Network. 

♦ Coordinate the Citywide Training Cadre Program. 






2007-08 CITYWIDE TRAINING PROGRAM 

The Employee Development Section provides a comprehensive training program in the following 
areas: 


♦ General Interest 

Customer Service Essentials 

Diversity in the Workplace 

First Aid/CPR 

General Orientation 

Public Speaking 

♦ Professional Development 

Administrative Training and Development 

Office Administration Skills 

Career Development 

♦ Supervisory Development 

Advanced Supervision 

Civil Service Rules for Supervisors 

Discipline and the Supervisor 

EEO for Supervisors 

Effective on-the-Job Training 

Frontline Supervision 

Selection Interview Training 


♦ Brown Bag Series (co-sponsored with Employee Benefits and Other City Departments) 

For a list of the most current seminars, please go to 
The Personnel Intranet and click on Employee 
Development, Brown Bag. 

♦ Citywide Cadre Program (Taught by various City subject matter experts) 

Budget Process 
Speak with Confidence 
Change Management 
Time Management 
Team Building 

For course descriptions and/or additional information call (213) 847-9800, or visit our website 
http://per.ci.la.ca.us/EmpDev/lndex.htm 


CAREER COUNSELING 

Individual career counseling is available for City employees on Monday and Wednesday afternoons 
from 1:00 to 4:00 p.m. in Room 380 of the Personnel Building, 700 East Temple Street. 
Appointments are required. To make an appointment call (213) 473-9100. 
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Administrative Training and Development Workshop: This course provides an overview of the structure and functions of City 
government, budgeting principles, the personnel process, and reviews authoritative documents including the City Charter and 
Civil Service Commission Rules. Target Group: Beginning level administrative and personnel professionals. Course Sessions: 2; 
Hours: 8:30 a.m. - 3:30 p.m. 

Advanced Supervision: This program is designed to build upon the knowledge and skills gained as a supervisor. Participants 
will learn what City organizations expect of them as leaders, what it means to be a “change agent,” how to solve workplace 
problems, how to set objectives for supervisors and their teams, and how to motivate employees. Target Group: Bonafide 
supervisors who have supervised for at least two years or have completed the Frontline Supervision training program. Course 
Sessions: 2; Hours: 8:30 a.m. - 3:30 p.m. 

Career Development Essentials: This course provides City employees in entry-level positions with a general overview of 
the knowledge, skills, and abilities for future promotional opportunities within the City. Several concepts of the program 
include: preparing for the interview, resume writing, setting career goals, communication skills, and City/non-City resources 
(i.e., PACE program, Personnel Department training classes). Target Group: Employees in entry-level positions and non- 
supervisory employees. Course Sessions: 1; Hours: 8:30 a.m. - 3:30 p.m. 

Citywide Cadre Training Program: In August 2003, the Personnel Department implemented the Cadre Training Program (CTP) 
as a vehicle to expand the curriculum of its annual Citywide Training and Development Program. The CTP currently offers the 
following courses: Change Management, City Budget Process, Speak With Confidence, and Team Building. For more information 
on this popular training program including a description of the classes, visit us online at: http://per.ci.ia.ca.us /. scroll 
down the Employee Development Drop Down Box, then click on CADRE Training Program. 

Civil Service Rules for Supervisors: This program is designed to enhance supervisory knowledge of selected Rules of the 
Board of Civil Service Commissioners governing employment practices. Topics include, but are not limited to, types of City 
positions, filling vacant positions, transfers, reversions, leaves of absence, and discipline. Target Group: All supervisors; Course 
Sessions: 1; Hours: 8:00 a.m. -12:00 noon 

Conducting the Selection Interview: The participant learns how to prepare for and conduct selection interviews. Instruction 
includes a discussion of the “Rule of Three Whole Scores,” equal employment opportunity, structuring the interview to ensure job¬ 
relatedness, and effective interviewing techniques; and mock interviews. Target Group: All levels of supervisory, administrative 
and personnel professionals who conduct interviews. This course is rat designed as preparation for selection interviews. Course 
Sessions: 1; Hours: 8:30 a.m. - 3:30 noon 

Conquering Public Speaking: This course will teach you how to develop and deliver a speech, including tips on howto get your 
thoughts together, plan and practice your presentation, walk to the podium without tripping over your feet, and deliver an 
interesting, informative speech with such poise and confidence that your audience will actually think you enjoyed the whole 
experience. Learn what the pros do to combat stage fright, use vocal and visual techniques to improve your delivery, and field 
questions with self-confidence. Course Sessions: 1; Hours: 8:30 a.m. - 3:30 p.m. 

Customer Service Essentials: This course will provide tips and strategies for delivering quality service (both in person and on 
the telephone) to internal and external customers. Training topics include attitude, listening skills, face-to-face interactions, 
coping strategies, and dealing with difficult situations. In addition, participants will learn how to properly navigate the City's 
telephone system. Target Group: All employees who interface with public or internal customers. Course Sessions: 1; Hours: 
8:30 a.m.-3:30 p.m. 

Disability and Reasonable Accommodation Awareness: A program designed to increase the level of employee knowledge 
and understanding about Disability, Reasonable Accommodation and Placement; and to improve employee awareness and 
sensitivity to City employees living and working with disabilities. Target Group: co-workers of the disabled, first-line supervisors, 
and managers; Course Sessions: 1; Hours: 8:00 a.m. -12:00 p.m. 





Discipline and the Supervisor: This program introduces the participant to the disciplinary process. Topics include early 
disciplinary concerns, concepts of discipline, tools of progressive discipline, techniques of discipline, preparing for and conducting 
a Skelly hearing, and other disciplinary concerns of the supervisor. Target Group: First-level supervisors and above. Course 
Sessions: 2; Hours: 8:00 a.m. -12:00 noon. 

Diversity In The Workplace: Diversity in the Workplace is designed to ask participants to consider the efforts made by the City 
to promote, embrace, and value differences to ensure Mutual Respect in the workplace. Topics will include a definition for 
diversity in the workplace; participants will discuss the relationship between EEO/AA and Diversity; explore and recognize 
personal biases and stereotypes; and create a personal action plan to embrace workforce diversity and practice culture 
sensitivity. Course Sessions: 1; Hours: 8:00 a.m. -12:00 noon. 

Equal Employment Opportunities and You: The class is a four-hour course that covers EEO laws, City policies, employee 
rights and responsibilities, discrimination complaint procedures, and workforce diversity. Target Group: All non-supervisory 
employees. Course Sessions: 1; Hours: 8:00 a.m. -12:00 noon. 

Equal Employment Opportunities for Supervisors: This course addresses the supervisor’s equal employment opportunity 
responsibilities, including the City’s non-discrimination policies. Participants learn how to identify and eliminate discrimination, 
how to investigate employee complaints, how to prevent retaliation against those employees, and when and how to accommodate 
a disabled employee under State and Federal Disability laws. Target Group: All supervisory personnel; Course Sessions: 2; 
Hours: 8:00 a.m. -12:00 noon. 

First Aid/CPR: This course provides instruction on administering first aid and the proper use of Cardiopulmonary Resuscitation 
(CPR) on individuals, ages 8 and older. Skills acquired in the class include treating injuries, recognizing the symptoms of heart 
attacks and strokes, performing rescue breathing, responding to a poisoning emergency, caring for fractures and sprains, treating 
the ill effects of heat and cold, and providing CPR. Target Group: Employees in all classifications. Priority is given to floor 
wardens and employees responsible for providing First Aid to co-workers; Course Sessions: 1; Hours: 8:30 a.m. - 3:30 p.m. 

Frontline Supervision Training: Program content includes basic supervisory responsibilities, principles, and practices that 
promote efficiency and results-oriented job performance. After completing this program, participants should demonstrate 
increased knowledge of supervisory responsibilities, work delegation, and performance appraisals. They will also learn 
techniques for providing subordinates with constructive feedback, coaching, and counseling. Target Group: New and potential 
supervisors; Course Sessions: 2; Hours: 8:30 a.m. - 3:30 p.m. 

General Orientation: The program format consists of various presentations on the organization of City government, medical and 
dental benefits, deferred compensation information, credit union services, information about the City’s Employee Assistance 
Program (EAP), Commuter Services program, and career development opportunities for City employees. Target Group: New 
hires to the City including those who have previously worked for the Department of Water and Power; Course Sessions: 1; Hours: 
8:30 a.m.-3:30 p.m. 

Office Administration Skills: Office Administration Skills is conducted in two, six-hour sessions. This course is designed for 
all clerical support job classifications and covers successful skills and knowledge needed in the workplace to enhance 
participants’ work performance. The training topics include office organization; strategies for effective multitasking; effective 
customer service including how to deal with difficult people; strategies for stress management; grammar and English usage; and 
how to develop a personal action plan for improving skills and knowledge base. Course Sessions: 2, Hours: 8:30 a.m. - 3:30 p.m. 

On-the-Job-Training: This program provides supervisors with tips and techniques to effectively train their employees. Several 
concepts of the program include: motivating trainees; triggering the desire to learn; and principles of adult learning. Course 
Sessions: 1; Hours: 8:30 a.m. - 3:30 p.m.. 

Questions regarding the above programs should be directed to the Personnel Department, Employee Development Section, 
Room 380,700 E. Temple Street, (213) 847-9800. To enroll in any of these programs, please contact your Department Training 
Coordinator. To learn who your Department Training Coordinator is, visit us online at the web address listed below, scroll down 
the Employee Development Drop Down Box, then click on Training Coordinators. 

Visit us online at: www.lacitv.org/PER (Internet) or http://per.ci.la.ca.us (Intranet) 
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